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CHAPTER~ I 
INTRODUCTION 
Statement of the Problem 
The purpose of this majjor_project. was:: to prepare class""' 
r·oom:. manuals for a course in office practice and machines •. 
This study includes, complete instructions for carrying 
on ,laboratory work in the office practice room on the Monroe 
calculator, Burroughs calculator,, ten-key adding machine, 
and the full•eoard adding machine •. This report , provides: 
lesson_ sheets :: with full instructions 2to the ~tudent so that 
a minimum of assistance is ;meeded:: from the teacher· •. 
Se·tting of the Problem 
TB.is service paper waso prepared .to fill the. need for 
appropriate teaching material for an office practice class • . It 
was prepared specifically fer the course at Hev·erly H:tgh 
School, Beverly, . Massachusetts, , where it has been tried out. 
B€verly H~gh School has an enrollment of . about one 
thousand students,: with about two hundred and fifty in the 
business department. 
:s-.everly, Massachusetts, one of New England's oldest~ 
communi ties., is located om:c the north side of, the Massachusetts 
Bay about eighteen miles from BDston. Beverly has about 
35 industries, the largest ·_ of which is the United Shoe 
1 
Machinery Corporation. Each year the majority of the busi-
nees gJ;'aduatee of Beverly H!Jgh School are placed in the busi-
ness offices of these industries • . Because of the increase . in 
the amount of machine work done in these business offices, 
the office practice and machines course provides _valuable 
vocational preparation for the students • . 
The office practice and machines course is given at 
Beverly H~gh School for five periods a week in the senior 
year. The course is placed on the twelfth-year level for 
three reasons: (a) because the pupil's background in . 
arithmetic, bookkeeping, English, and typewriting is uti• 
lized; (b) because much can be done in the machine class to 
review, correlate, and synthesize previous learnings and 
experiences; and (c) because business skills are beet . 
taught nearest to the time of employment •. 
Justification of Problem 
James R. Me.ehanl states that the ratio :-.of typewriters~ 
today to office machines is about three to two, whereas ten 
years -- ago it was two to one • . He further points out that 
modern business can no longer afford to pay the high unit 
lMeehan, James R., "The Office Machine Editor Comments," 
UBEA Forum, Vol. II, No • . 4, January 1948, p. 7. 
2 
cost of manual clerical operations • . If the use of an office 
machi ne will double the output and increase the accuracy of a 
cleri cal worker, the cost and maintenance of the machine be-
comes a relatively unimportant factor. 
A difference of opinion exists regarding the content and 
plan of teaching of the course office practice and machines. 
Walters2 states that the variation in the time allowed for the 
teaching of this course, the variation in equipment available, 
and t he employment opportunities for which the students are 
being trained are some of the causes for these differences. 
In this study, all of these factors are considered and manuals 
are designed for special use at Beverly High School as the 
basic teaching material for machine instruction. 
Business workbooks previously used set up work in lessons 
which had little relation to the time that could be allowed 
in the Beverly classroom situation. 
Students were . allowed to proceed from one lesson to 
another as they completed the problems listed for the particu-
lar lesson. With each pupil in a group working on dif ferent 
lessons, the activities of the room were so many that neither 
an adequate teaching job could be done nor an accura te check 
kept of the work performed. Instruction was needed on a 
group basis. All pupils working on the same type of machine 
2Walters, R. G~, "The Business Curriculum," Monograph 22., 
South-Western Publishing c·ompany, Cincinnati, March, 1942, 
p. 21 . 
3 
should be doing the same lesson. Lessons complete with 
problems for a 45 minute class period with requir ed work 
assignments and extra cr edit work assignments keep t h e pupils 
on the same lesson and provide for individual differences. 
Delimitati on of the Problem 
The present study has taken into consideration the 
average length of the Massachusetts school year, 180 days. 
Considering that the work is given in the senior class, and 
that t h e seniors graduate a week or ten days earli er than the 
other students, lessons must be planned .for 165 days. Out of 
these 165 days, 60 days could be allowed each pupil on the 
calculating and adding machines: 20 days on the Munroe 
calculator, 20 days on the Burroughs calculator, 10 days on 
the ten-k ey adding machine, and 10 days on the full-board 
adding machine. This study includes only 60 of 165 l essons 
eeded f or the entire course. Specific lessons are not needed 
or t he transcribing and duplicating machines . It contains 
self -instructi ve lessons f or the Monroe calculator the 
' 
urroughs calculator, t he ten-k ey adding machine, and the full-
card adding machine. A lesson f or each day s pent on these 
achines is provided. 
Definition of Terms 
For the purpose of clarity, the following terms used in 
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this study are def'ined. 
Course Organized subject matter in which instruction 1s 
offered within a given period of' time and i'or which credit 
toward graduation or certification is usually offerect. 3 
Office Practice and Machines In this study, the title 
given to a course that includes machine instruction, filing, 
preparation of business papers, techniques of proper business 
1
1 behavior, and on-the-job training as a faculty-secretary .4 
J Manual A booklet or a leaflet containing lessons to be 
completed in a unit of work.5 
Unit A major subdivision of a course of study, text-
book, or a subject fielct. 6 
Lesson A short period of instruction devoted to a 
speci fic limited topic, skill or idea.7 
Rotation ~ A plan o.r teaching, in which the class is 
broken up into small groups, each group working on a different 
type of machine. Individual students secure practice in oper-
ating the machine being studied by the group. At intervals 
3Good, Carter, v., Dictionary of Eaucation, McGraw-Hill 
Book Company , Inc., New York , 1945, p. 106. 
4 Wrl.ter's de!'inition. 
5Good, £2• ill· p. 249. 
6Ibid, p. 436. 
7Ibid, p. 239. 
I 
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the entire class rotates, and each group moves to another 
machine. 8 
Organization of Chapters 
In Chapter I, the statement and nature of the problem are 
given. Related studies and literature were reviewed in 
Chapter II. In Chapter III is presented the methods or pro-
cedures ror organizing the material for this study. Chapter 
IV contains the classroom manuals as prepared for teaching the 
use of the crank-driven calculator, the key-driven calculator, 
the full-board adding machine, and the ten-key adding machine. 
Chapter V, the final chapter, includes' the comments of the 
writer on the use of the manuals. 
Bvlalters, loc. cit. 
I 
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CHAPTER II 
RELATED RESEARCH 
Need for Better Instructional Material 
The increasing use of office machines has caused a 
definite need for more trained machine operators. S.chool 
administrators are meeting the demands of business in some 
localities by offering better courses in office machine 
training for the pupils in the business departments of high 
schools. Along with the introduction of more advanced courses 
came the n~ed for better instructional materials. 
Johnson9 makes the following comment in his study con-
cerning available instructional material: 
The instructional materials and the teaching 
procedures have not always kept up with the new 
courses in the schools. There is usually a lag 
in the teaching procedure while the instructional 
materials are being constructed and reconstructed 
to meet the educational needs of the students in 
the office machines courses. Where instruction 
is being given on several machines . the instructor 
has a difficult task in trying to instruct .. a class 
of twenty-five to thirty students - and give an ideal, 
model, individual lesson to each student with the 
present instructional materials. 
The question may be asked, why should not the manuals 
of instruction published by the manufacturer of the machines 
b:e used for instructional purposes? 
9Johnson, Thorvald B~ , Devising Instruction Sheets for the 
Hand~Operated, Crank~Driven, Non-Listing, Adding Calculator, 
Master's Thesis, University of Southern C.alifornia, 1942, p. 2. 
7 
ChaselO brings this point up in his study. 
It is extremely fortunate that _the various 
machine manufacturers. publish well-written manuals 
for instructional use with their machines. The 
unfortunate situation is that the manuals do not 
usually fit exactly the local requirements of each 
teacher as to the time available and the operations 
to be stressed • . 
Johnsonll gi vee =_ several reasons why these instruction 
manuals are not suitable for use in the public schools: 
1. Lack of sufficient explanation introducing the 
pupil to the new operation, thereby causing 
entirely too much unnecessary explanation and 
demonstration on the part of the teacher. 
2. Not adapted to mixed machine classes where con~ 
servation of time for both the pupils and the 
teacher is an all important factor. 
3. Pedologically they do not measure up to the 
standard so essential for the maintenance of_ 
sustained interest on the part·_ of the pupil. 
Hel2 further comments that: 
To be successful the instruction given must be 
made as clear,. interesting, and selfwmotivating to the 
student as possible. A complete comprehension of oper-
ation instruction is vital to the student if interest 
is to be sustained, particularly where repeated motions 
are so essential to the learning process• 
10chase, David, J., TBe Organization of !ll Office Practice 
Course, Master•a Thesis; Boston University School of Educa• 
tion, 1948, p. 46. 
llJohnson, Q2• cit., p. 4. 
12Ibid, p. 4. 
8 
What Type of Material is Needed 
Brighaml3, office service manager of the American Optical 
Company, Southbridge, Massachusetts, has the following to say 
about training office workers: 
Considerably more time should be given to inten-
sive training in the operation of the more commonly used 
types of office mechanical equipment than is generally 
allotted at present in the average high and business 
school schedule. 
It is recommended that the averag~ school confine 
its efforts to concentrated training on only those 
types of mechanical equipment in most common use, and 
which the greatest number of graduates will be required 
to utilize in the routing performance of their work 
following employment. These are: typewriter, trans-
cription machine, adding-listing machines, and the 
calculating machines. 
Since teaching materials and teaching procedures have 
not kept pace \<Ti th the constant improvement seen in office 
machinery, the teacher of the office practice and machine 
course needs to assemble and prepare proper teaching materials 
in the form of job sheets or instruction sheets for her classe~ 
Along this same line of thought, Peter Agnewl4 has the 
following to say concerning the teaching of office practice. 
It is physically impossible for a teacher of 
office practice to go about a class of twenty-five 
13Brigham, Lester H., 11 How Much Time Should the Schools 
Give to Vocational Training on Office Machines and Equipment 
Operation? 11 The National Business Education Quarterly, vol. 5, 
May 1937, pp. 5-6. 
14Agnew, Peter L., 11 0ffice Practice," Teachers Service 
Column, The Balance Sheet, vol. 21, December, 1939, p. 184. 
9 
or thirtyy students and give an ideal, model, individual 
lesson to each student whenever the students need to 
learn something new. Any teacher who has had experi• 
ence in this type of work knows that whenever this 
procedure is followed, the instruction frequently 
degenerated into merely telling the student what to 
do. In many instances, students must wait and waste 
their time until the teacher is able to give them the 
instructions they need. 
Many of these difficulties can be overcome if 
the teacher will prepare for use in class a series of . 
good job sheets, fundamentally designed to make the 
materials of the course as self-instructional as 
possible. When this is done, the students can then, 
as a rule, proceed from job to job without requiring 
10 
specific instruction from the teacher. The teacher, ,, 
in turn, can spend this time in observing the class 
and in noting erroneous methodes that students''· may be 
using. These erroneous methods~ . should be corrected 
before they are really formed. 
Kenneth Dunganl5 in commenting on the use of instruction 
sheets .·. points out; . 
The use of the instruction sheets is further 
recommended because they are better prepared than 
oral instructions, the students have the sheets 
for future reference ·, written instructions are better 
and easier to understand than oral instructions, and 
the class can be working on different machines at 
the same time, as well aQ progressing at different 
rates of speed • . 
Agnewl6 gives the following recommendations and sugges-
tions for writing and using the instruction sheets: : 
Jobs for an office practice course should be 
planned on a spiral basis so that the completion 
l5nungan, Kenneth Earl, Devising Instruction Sheets fo~ 
the Ten-Key Adding Machine, Master's Thesis,, The University 
of' Southern California, 1940, p.7. 
l6Agnew, Peter L., "Office Practice," Teachers service 
Column, The Balance Sheet, vol 22, January 1940, p. 239. 
of each job will be valuable in itself and will serve 
as a basis for the next job. 
Many more jobs should be planned than even the 
best students are likely to be able to finish in the / 
time allotted to a certain phase of the work. Each job should advance the learning of the highest students 
in the class •. It should make them feel that they are 
not merely marking time while waiting for the less 
competent individuals in the class to catch up. 
The work to be included in each unit of work or job 
must be decided upon by the instructors • . 
Johnsonl7 has this comment to make on the determination 
of the instructional units: 
In determining the materials to be included and 
the time to be spent on an instruct ional unit the 
instructor should first consider the simple duties::: 
or elementary operations required of machine operators • . 
Instructional units should be planned on a s~iral basis 
so that the completion of one unit will be valuable in 
itself and will serve as a basis for the next unit. Each 
unit should introduce something new :and at the same time 
it should contain a certain amount of review • . Each 
unit should also advance the learning and the under-
standing of the pupil. The unit snould not be too 
small, the earlier units:: should not be too complicated. 
There is no set rule for the time to be allotted or 
the material to be included in the instructional unit, 
this must . be worked out by the instructor to fit his . 
own particular students and subject requirementa. 
The lesson sheets~' for this study are comparable to 
instruction sheets• They contain all problems .- with complete 
directions and instructions for computing them. The students_ 
do not write on the lesson sheets but instead use answer 
sheets. This procedure allows the basic lesson sheets to 
be used again. 
17Johnson, 2£• cit., pp. 29-30. 
11 
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Johnsonl8 in his study in which he prepared ten instruc-
tion sheets for the crank-driven calculator sets forth these 
requirements for the instruction sheet: 
1. The instruction sheet should be written directly 
to the pupil giving him the impression that the 
lesson is written as a service to him individually. 
This after all is one of the best qualities of the 
good correspondence course. 
2. The instruction sheet should be introduced by a 
brief statement or two that will stimulate the 
student and at the same time will introduce 
the student to the objectives of the unit and will 
also acquaint him with the project. 
3. The instruction sheet should be divided into 
specific parts with suggestive headings to 
represent each division. 
4. A justification of each assignment should be 
made in terms of the pupil's needs. It should 
be further assumed that the material has not 
been within the scope of the students past 
experience. 
5. Anything that can be presented through the 
instruction sheet should be utilized that 
way, it will present a doing situation for the 
student. It will also provide the pupil with 
a means of taking a personal inventory of his 
past experiences. 
6. The instruction sheet should serve the needs of 
students of varying abilities, and should take 
cognizance of individual differences through 
graduated optional assignments. 
7. Some form of instructional tests should be given 
which will be a guide to read.ing, observation 
and the understanding of the actual machine 
operation. 
18Ibid, pp. 24-25. 
12 
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8. A final manipulative test should be given at the end 
of the instructional period to determine the instruc-
tional period to determine the students mastery of 
machine operation. 
The instruction sheets do not reduce the work of the 
teacher but they do eliminate needless explanations, lectures, 
and demonstrations which are necessary under other methods of 
teaching. The teacher, in turn, can spend much more time in 
observation and in helping students who are having difficulty 
and in correcting faulty procedures. 
Robert'sl9 in commenting on the instruction sheets and 
their advantages states:: 
They develop resourcefulness on the part of 
the student and maintain his interest because he 
can go ahead as rapidly as he is able, the slower 
students are not discouraged because they can 
progress at their slower rates of speed. The 
instruction sheets offer a greater variety of 
materials which the student can read and readily 
understand thus saving time for himself and the 
instructor. If the pupil does not understand 
the directions the first time, he may read them 
again, for written directions will probably be 
better organized and more nearly complete than 
the oral instructions. They will be clearer and 
more definite, thus eliminating the sometimes 
unnecessary and possibly confusing information 
which sometimes enters an oral presentation. 
Williams20 in speaking of the advantages of the 
instruction sheets says: 
19 Roberts,. Ruth L., Technique for Determining Instruction 
Materials ill the Teaching of Office Machines, Master's Thesis, 
University of Iowa, 1932, pp. 26-28. _ 
20Williams, Burton T., "Individual Instruction Sheets," 
Industrial Arts and Vocational Education, vol. 26, March 1937, 
pp. 86-87. 
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The instruction sheet appropriates the good 
qualities of the correspondence course and it is 
quite probable that they will be better organized 
with reference to pr0cedures and other material 
than would be the oral instructions of the 
teacher. They can be made to serve the needs of 
students of varying abilities and cater to 
individual differences through a variety of 
optional and graduated assignments. If properly 
used they will increase the interest of the pupil 
because of being left to his own resources in 
carrying out the details of the work, also they 
keep the pupil at work during the time he would 
otherwise be waiting for instruction from the 
teacher. The instruction sheet releases extra 
time for the teacher which he can use in other 
methods of instruction which will be more pro-
fitable to the student and the class. The 
instruction sheets also aid the teacher in 
checking levels of pupil progress in the work. 
In order that these advantages may be fully realized much 
depends on the instructor in charge. Roberts21 in commenting 
upon the disadvantages of the instruction sheet and the 
difficulties which may arise from their usuage writes: 
The advantages which are claimed for the use of 
the instruction sheet are valid only if a great deal 
of care has been taken in their preparation. All too 
often the instructor has not been trained in its 
preparation, administration, and usage. Unless, 
clear, simple language, supplemented by examples has 
been used in the printed instructions the student is 
left confused as to how to proceed. The student 
would have to be trained in the usage of the instruc-
tion sheets and would have to exercise greater care in 
the reading of the instructions. Careless reading on 
the part of the pupil would lead to uncertainty, and 
erroneous techniques, and errors in handling the 
material. The instruction sheet method reduces the 
opportunity for the deye.lopment and ·exchange of ideas 
through class discussion. 
21 Roberts, Q£· cit., pp. 28-29 
14 
Although the instruction sheets are most valuable 
teaching devices, they are not intended to supers.ede all 
other forms of instruction, but they are particularly adaptable 
to teaching the operation of the calculators and adding 
machines. Chapter III presents the procedures for organizing 
the materials used in organizing the lesson sheets for these 
machines. 
CHAPTER III 
ORGANIZATION OF THE LESSONS FOR THE :rtiANUALS 
Procedures 
In organizing material for the office practice manual, 
the following steps or procedures were followed: 
1. A study was made of the conditions of the office 
practice classes at Beverly High School to deter-
mine where the weaknesses were in the course of 
study and how a more business- and office-like 
atmosphere could be obtained in the classroom. 
2. A careful analysis was made of the teaching 
materials and teaching procedures used in the 
classes. After considerable study it was apparent 
that new teaching material was needed for the cal-
culators and listing machines that would keep 
instruction on a group basi ·s. 
J. An analysis was made of books and manuals published 
for machine instruction to learn to what extent 
the same material appeared in all books and manuals. 
4· An itemized list was made -of the operations to be 
covered on each of four machines: Monroe Calculator, 
Burroughs calculator, ten-key adding machine, and 
the full-board adding machine. 
5. A study was made to determine the length of time 
16 
each student would be allowed to spend on each 
machine. 
6. •rwenty lessons were constructed for the Monroe 
calculator and were duplicated and made into a 
manual. 
7. The lessons were tried in three different classes 
fo for twenty days. 
8. The weaknesses in the lessons were corrected as they 
were discovered through use in the classroom. 
9. After the corrections were made, the lessons 
were tried for the second time on a different group. 
10. Steps 6-9 were repeated f or the Burroughs calculator, 
the ten-key adding machine, and the full-board 
adding machine, except ten lessons instead of 20 were 
constructed on the last two m&chines mentioned. 
Objectives 
In constructing the lessons, the following principles 
were used as guides: 
1. The lessons should be self-instructive. 
2. They should be set up to teach the principles and 
operations requi :red in the use of the machines. 
J. The lessons should teach the correct techniques of 
operation. 
4· They should be timed to fit a forty- f ive minute 
17 
period. 
5. The lessons should be constructed to fit individual 
differences of the pupils. 
6. They should be carefully planned and arranged so as 
to minimize the time of checking papers for the 
teacher. 
The self-instructive aspect of the lessons is provided 
by a full description of the machine and its parts at the 
beginning of Lesson I for each machine. The beginning pupil 
can immediately find the operating parts of the machine and 
with little assistance from the teacher, the pupil is ready 
to complete Lesson I. 
Since the office practice clas ses at Beverly High School 
are taught on the rotation plan of teaching, all pupils rotate 
and start new units of work the same d.ay. The course includes 
ei ght different units of work: Monroe calculator, Burroughs 
calculator, ten-key and full•board adding machines, filing, 
typing of business papers, duplicating machines, transcribing 
machines, and teacher-secretary work. With Lesson I carefully 
planned for the calculating and li sti~g machines, the teacher 
is free to work with students on the duplicating and tran-
scribing machines where teacher assistance is needed during 
the first days. 
Instruction is given on a group basis. All the pupils 
on the same type of machine are working on the same lesson. 
18 
This practice reduces the number of explanations required of 
the teacher and allows her to work with each group a short 
time from each period. Machine demonstrations by the teacher 
of a new topic is given to the entire group on the same 
machine instead of to the individual student. 
In order to set up the principles and operating tech-
niques to be covered on each of the four machines, a comparison 
was made of the materials studied in a number of workbooks and 
manuals published for machine . instruction. The various 
machine manufacturers publish well-~Titten manuals for instruc-
tional use with their machines. However, the manuals do not 
usually fit exactly the local requirements of each teacher as 
to the time and equipment available. 
An itemized list was made of the operations to be covered 
on each of the four machines: 
Monroe Calculator 
1. General operating techniques and directions for . 
preparing lesson 
2. Addition 
a. Addition of whole numbers 
b. Addition of decimals 
c. Horizontal addition 
d. Constants 
e. Addition of different denominations 
19 
20 
3· Subtraction 
a. Subtraction of whole numbers 
b. Subtracti on of decimals 
c. Negative balances 
d. Debit and credit balances 
e. Subtraction of ~ and from constants 
4· Multiplication 
a. Multiplication of whole numbers 
b. Multiplication of decimals 
c. Multiplication of fractions 
d. Multiplication of constants 
e. Accumulative multiplication 
f. Multiplication of articles priced at hundred, 
hundredweight, and thousands 
g. Multiplication over a fixed decimal point 
h. Multiplication of three or more factors 
i. Discounts 
j. Chain discounts 
k. Percentage 
5. Division 
a. Division of whole numbers 
b. Division of decimals 
c. Use of reciprocals 
d. Prorating 
Burroughs Calculator 
1. General operating techniques and directions for 
preparing lessons. 
2. Addition (touch) 
a. Two column addition 
b. Three column addition 
c. More than three column addition 
d. Horizontal and continuous addition 
3. Multiplication 
a. Multiplication of whole numbers 
b. Multiplication of decimals 
c. Multiplication of fractions 
d. Multiplication from left of the machine 
e. Split multiplication 
f. Accumulative multiplication 
g. Multiplication of three or more factors or 
stroke~wheel multiplication 
h. Multiplication over a fixed decimal point 
i. Multiplication of articles priced by 100, 1000, 
or hundredweight 
j. Discounts 
k. Percentage 
4. Subtraction 
a. Subtraction of whole numbers and decimals 
21 
. I
! 
b. Debit and credit balances 
5· Division 
a. Simple division 
b. Stroke-wheel division 
c. Division of decimals 
Ten-Key and Full-Board Adding Machines 
1. General operating techniques and directions for 
preparing the lessons 
2. Addition 
a. Addition of whole numbers 
b. Addition of decimals 
3. Subtraction 
a. Subtraction of whole numbers 
b. Subtraction of decimals 
c. Use of complements 
4. Multiplication 
5. Business Application 
a. Customer and creditor accounts 
b. Payroll sheets 
c. Accounting statements 
After these outlines were completed the material to be 
covered was grouped into lessons--one for each day--according 
to the time that would be spent on the machine by each pupil: 
20 lessons for the Monroe, 20 for the Burroughs, 10 for the 
22 
ten-key adding machine, and 10 for the full-board adding 
machine. 
Twenty lessons were constructed for the Monroe calculator. 
After they had been duplicated, they were tried in three 
classes with a total of nine students working on them. Answer 
sheets were provided for the students to write the answers on. 
These answer sheets minimize the teacher's work in grading. 
The students were told that the lessons were new and that 
they were the first to use them. They were told that they 
might not complete some of the lessons in the time allotted 
but that they were to spend but one period on each lesson. 
Each period they would start a new lesson. The lessons were 
constructed to fit a forty-five minute period. The progress 
of the pupils on each lesson was observed closely. The plan 
of the writer was to have all sttidents complete the required 
work of each lesson. For example: Les s on IV on adding and 
subtracting constants was too long. Four of the problems 
were eliminated to fit this lesson to a forty-five minute 
period. 
Notations were made on the lessons where students had 
difficulty understanding directions and explanations. Before 
trying the lessons a second time these were rewritten. 
These lessons were set up to be used with all students 
taking office machines; therefore, some provision had to be 
made for individual differences. Each lesson contains required 
work and extra credit work. The required work was set up so 
that it could be completed in a forty-five minute period by 
the slower learner, and the extra credit work was provided for 
the better student .. Every attempt was made to give the 
students an opportunity to succeed in the operation of the 
machine and to keep them interested in the work. Extra credit 
projects do not introduce new principles but many times apply 
the principles to specific business problems. Lesson II, 
a lesson on subtraction and addition and debit and credit 
balances, for the Monroe calculator has for extra credit work 
a list of balance-customer-ledger accounts and an abstract of 
accounts receivable. 
All work should be checked daily and returned to the 
pupils the following day for corrections. Correcting the 
previous day's work serves as review for the students needing 
it. Corrections are done each day after the day's required 
work is completed, again keeping the group together on 
required work. The lessons are constructed to minimize the 
actual checking done by the teacher. Upon examination of 
the manual, it will be noted how the plan to minimize the 
checking of papers has been carried out. For example, in 
Lesson I, for the Monroe calculator, thirty problems are 
added by the students. There are but five to be checked by 
the teacher. In Lesson IX on the Burroughs calculator, 39 
problems are to be multiplied by the students, but only 11 
to be checked. Separate answer sheets are used by the 
24 
students for each lesson both for the required. work and extra 
credit work. All papers from the same machine are on the 
same lesson and can be quickly checked through. 
Chapter IV contains the corrected manuals for the four 
machines as they are used now at Beverly High School. 
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CHAPTER IV 
MANUALS FOR A COURSE I N OFFICE PRACTICE AND MACHINES 
On the following pages of Chapter IV . are complete instruc-
tions sfor carrying on l aboratory . ..-work in the office practice 
room on the Monroe calculator, BUrroughs calculator, the ten-
1 key adding machine, and the full-board adding machine. 
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MONROE CALCULATOR 
The Monroe is an adding-calculating machine of the 
"crank type." On it may be performed any mathematical computa ... 
tion involving addition, subtraction, multiplication, or 
division. 
The machine is composed of two main parts•-the KEYBOARD 
and a MOVABLE CARRIAGE with answer dials. Find and look at 
each part; name part to yourself. 
1. The carriage is at the back of the machine and 
may be shifted to the right or to the left as 
desired by turning a handle in front of the key-
board. Be sure that the operating crank (the larger 
handle on the right of the machine) is first placed 
at its highest point. 
The carriage may also be moved by lifting the knob 
at the right of the carriage; this knob is partie-
ularly useful when it is desired to move the car-
riage to the extreme right or left with one motion. 
Try it. 
The dials are the two rows of windows on the carriage. 
To clear the upper dials~ 
a. Place the operating crank (the larger handle 
on the right side of the machine) so that 
the handle is at the highest point. 
b. Grasp the dials clear-out crank (the small 
handle on the carriage) in the right hand 
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2. 
and turn it away from you (to the right). 
c. One complete revolution will clear the 
dials. 
To clear the lower dials: 
a. Place the operating crank so that the 
handle is at the highest point. 
b. Grasp the dials clear-out crank in your 
right hand and turn it toward you (to the 
left). 
c. Are they cleared--all zeros? 
The keyboard is on the base of the machine. 
are seven columns of keys on this keyboard. 
them. Each column has keys 1 to 9. 
There 
Count 
The two right-hand columns represent cents (or 
tenths and hundredths). 
The next three columns represent dollars (or 
units, tens, and hundreds). 
-The next two represent thousands, and ten 
thousands. 
At the right of the keyboard there are three red 
keys: 
The large key on the lower right-hand side of 
the keyboard is the master clear key. 
The two smaller keys on the lower right side are 
the repeat and non-repeat keys. 
28 
I 
I 
When the repeat key is depre s sed, the fi gures 
on the keyboard remain locked until cleared by 
the operator. 
set 
When the non-repeat key is depressed, the key-
board clears after one revolution of the handle. 
I 
I 
I 
The unnumbered keys in the bottom row are the individ- 1 
ual column-release keys. To clear the keyboard, de- I 
I press the master clear key, to clear one row of the I 
keyboard, depress the individual column release key. 
DECIMAL POINTS 
1. To place a decimal marker on the keyboard, roll 
the long, thin, narrow, flat strip between the 
banks of the keys to the right exposing the light 
places. 
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DIRECTIONS FOR PREPARING LESSONS 
1. Do not write the answers to the problems in the 
manuals. Use the answer sheets provided. 
2. Head your answer paper with your name and date. 
3. You will be responsible for one lesson each day. 
Work as quickly as you can--accurately. Make 
sure you hand your paper in each day before you 
leave class. Extra-credit work is provided in 
each lesson. 
4. If your lesson is correct your paper will not be 
returned to you. 
5. Each day do the required work for the day's lesson 
first. Before going on to extra-credit work, correct 
the previous day's work and hand in corrected work 
with day's assignment. 
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Addition . Lesson I 
In solving the following problems, prove your answers to each 
of the problems by doing the problems twice. 
1. Release all figure keys on the keyboard. 
2. Release the repeat key. 
3. Turn the crank OR the side of the machine so that the 
handle is at the highest point. 
4. Move the carriage to the extreme left of the machine. 
5· Clear the dials on the carriage. 
6. Hold a pencil in the right hand between the thumb and 
the palm. 
Add the following problems: 
(1) 11 
( 2) 
12 
22 
23 
33 
34 
4 
45 
50 
22 
290 
66 
67 
77 
8 
80 
89 
99 
12 
23 
g2_ 
FINGERING DIRECTIONS: The fingering is 
important. 
(a) Place the tip of the index or first finger 
over the 1-key in the second row from the 
right, the te.ns column; and the tip of the 
second finger over the 1-key in the last 
row at the right, the units column. Depres 
the 11 in one stroke and turn the crank on 
the right side of the machine away from you 
until it has made a complete turn, stopping 
with the crank at the highest point. 
(b) Follow the same procedure for the rest of 
the problem. 
(c) When all the numbers in a given problem 
have been added, the amount in the lower 
dials is the answer. 
( 3) 45 ( 4) 68 (5) 56 
6 79 45 
67 57 4 
78 6 23 
89 35 12 
10 24 90 
24 13 89 
13 89 6 
46 8 78 
2I §:I TI. 
31 
( 6) 73 
51 
31 
62 
43 
86 
10 
21 
90 
n 
(7) 75 
91 
20 
10 
81 
42 
63 
32 
51 
72 
(11) 123 
689 
324 
279 
555 
456 
278 
813 
646 
712 
( 12) 168 
679 
457 
846 
535 
324 
213 
m 
MONROE CALCULATOR 
Lesson I Continued 
FINGERING DIRECTIONS: 
(a) Depress the 7-key with the index or first 
finger. Depress the 3-key with the second 
finger. Turn the crank on the right side 
of the machine away from you until one 
complete turn has been made. 
(b) Continue the same procedure. If possible 
strike the keys simultaneously; otherwise, 
follow the directions given in (a). 
(8) 42 
85 
10 
21 
92 
73 
64 
30 
52 
11 
FINGERING DIRECTIONS: 
(9) 63 
32 
50 
73 
21 
84 
98 
10 
82 
41 
(10) 1 
42 
5 
70 
4 
31 
62 
2 
93 
42 
(a) Place the tip of the first finger on the 
l•key in the third row from the right, the 
second finger on the 2-key in the second 
row, and the th:l. rd finger on the 3-key in 
the first row. Depress all keys simultan-
eously. Turn the crank away from you one 
complete turn. 
(b) Continue in this manner until all numbers 
are added. 
(c) If the reach between keys is too difficult 
strike keys separately but use correct 
fingering. 
( 13) 366 
567 
777 
478 
988 
299 
112 
623 
( 14) 156 
545 
943 
423 
712 
499 
689 
388 
( 15) 210 
602 
933 
104 
756 
589 
379 
508 
32 
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MONROE CALCULATOR 
Lesson I Continued 
Decimal Markers: 
In addition, set the decimal markers on the keyboard first to 
show the largest number of decimal place s ; that is, for the 
problem 22.6 plus 89.39 set the keyboard. marker to show 2 
decimal places • . After you have set the keyboard marker, set 
the marker in the lower dials directly above the marker in the 
keyboard. Be sure your carriage is at the extreme left of the 
machine. · 
(16) 56.45 (17) 67.68 (18) 1.99 ( 19) 34.10 ( 20) 1.56 
45.56 66.79 23.79 23.02 23.45 
34.67 56.79 2.80 12.33 33.04 
23.78 55.46 34.02 99.04 4.23 
12.89 45.35 3.35 89.56 56.12 
99.13 44.24 45.66 80.89 89.90 
89.24 34.23 4.67 8.79 79.89 
88.35 33.89 56.88 77.08 9.09 
78.46 23.78 5.79 67.60 60.78 
'1'1·26 22.61 67.08 66.01 '1·'1'1 
(21) 9385.93 (22) 3.25 (23) 42.50 (24) 1371.10 
93.68 2.10 1.56 1229.48 
3.88 27.89 35.60 782.20 
938.51 31.35 3.10 59.35 
8751.33 3.46 17.56 2892.36 
1353.56 13.00 3.88 755.73 
423.00 3.25 3.51 3842.45 
36.63 3.22 3965.90 1833.74 
25.65 8554.10 938.51 7248.51 
3.45 936.89 5461.00 382.11 
!I c 25) 127.80 ( 26) Add totals of problems 1-5 38.49 ( 27~ Add totals of problems 6-10 
175.39 (28 I Add totals of problems 11•15 
I 
485.39 (29) Add totals of problems 16~20 
147.50 (30) Add totals of problems 21-25 
I 
37.98 
134.20 
36.47 
r 
394.10 
z6o.oo 
I 
Ji 
li 
33 
il 
II 
II 
I 
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Lesson I Continued 
EXTRA-CREDIT WORK 
Horizontal and Vertical Addition: 
(1) ( 2) (3) (4) (5) 
127.79 134.79 123.67 156.78 899.45 (a) 
132.78 975.34 145.98 345.19 789.56 (b) 
45.87 1.45 3.67 23.89 76.86 (c) 
611.27 266.71 246.11 199.92 235.65 (d) 
235.65 846.32 513.59 213.87 189.98 (e) 
1110.11 . 823.45 923.78 521.16 722.55 ( f~ 
22:2!2·56 1.18 45.82 2;2.56 444.66 (g 
T~otal 
l II 
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Subtraction Lesson II 
Review 
Add each column of figures and then add the totals across. 
( 1) $ 22.37 $71.10 $305.29 $209.18 $284.50 
16.91 29.48 5.64 · 194.59 ·983.47 
66.25 27.35 85.21 81.83 382.47 
11.64 55.74 3.65 13.27 628.29 
163.99 42.45 12.67 86.88 314.20 
328.80 47.21 136.89 61.30 372.56 
125.11 83.29 33.63 11.49 163.92 
36.21 72.31 55. 37 8.83 755.74 
61.88 28.40 23.~62 .46 728.90 
~ f. 1- 1-
Subtraction 
{2) 
(3) 
( 4) 
(5) 
Example: 936.42 - 312.46 
(1) 
( 2) 
Depress the keys for the figures in the minuend, 
936.42, and add them in the machine by operating 
the crank away from you. 
Depress the keys for the fi gures in the subtrahend, 
312.46, and subtract by operating the crank toward 
{ 3) 
you. 
The answer in the lower dials is 623.96. 
876 567 436 481 695 
-489 -489 iiit349 -..225 -.l~40 
f .;. f .;. 
8050 6534 6289 3892 3829 
-~ -2341 -2!ll 
.;. -1921 .;. .... 2912 .;. 1-
48.25 78.21 78.25 48.29 94.52 
-32.89 -24.30 -38.21 -21.50 - 82.29 
f f 1- .;. 
78.29 936.42 48.21 38.29 89.48 
- 2.21 - 63.41 .... 1.29 - 9.87 - 2.32 
.;. 1- f .;. 
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il 
II 
I· 
I 
I 
I 
I 
11 
I 
I 
I 
I 
I 
I 
I 
II 
II 
I' 
I 
,, 
I 
IJ 
I 
I 
I 
I 
I 
I 
II 
I' 
I 
II 
IJ 
IL 
MONROE CALCULATOR 
Subtraction--Overdrafts Lesson 2 Continued 
When subtracting a larger number from a smaller one, the bal-
ance is an overdraft or a negative balance. 
To illustrate: Subtract 411 from 211 
(1) Put 211 in the machine and subtract 411 following 
the usual procedure. 
(2) The results as shown in the lower dials are 999999800 
These figures are termed the complement of the cor• 
rect overdraft or negative balance. 
(3) To read the overdraft correctly, copy to the key~ 
board the figures appearing in the lower dials 
(your keyboard will hold only seven figures, 
9999800). 
(4) Depress the repeat key. 
(5) Subtract twice. 
I 
I 
! 
!J 
I 
( 6) 
(6) The actual overdraft (200) will show in the lower 
dials. 
256 (7) 389 (8) 206 (9) 961 (10) 256 
-382 -421 
-.2Q2 -1249 -521 
(11) 87.25 (12) 59.64 (13) (14) 122.49 
II 
I 
I 
I 
I 
72.31 
-22.;21 -84.22 -82.21 -22;2.41 
( 15) Add answers 6-10 
(16) Add answers 11--14 I 
I 
/I 
il 
II 
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MONROE CALCULATOR 
nesson 2 Continued 
EXTRA-CREDIT WORK 
' 
Answer the following questions based on the daily cash 
receipts. 
(1) Total sales for week for Department A ---------
(2) Total daily sales 
B -------
0-------D ____ _ 
E ------
F ---------
All Departments ---------
Monday 
Tuesday 
Wednesday ------~­
Thursday 
Friday 
Total 
(3) How much more did department C sell than 
Department A ---------
B --------D 
E --------
F -------
DAILY CASH RECEIPTS FOR THE WEEK ENDING FEBRUARY 25, 19xx 
Monda,I Tuesda,I Wednesda;I Thursdai Frida,I 
Department A 24.29 3.92 27.89 35.78 59.24 
R: 19.82 8.72 7.92 9.92 10.42 
c 39.72 75.00 84.21 69.29 97.21 
D 8.21 21.89 22~51 31.71 29.42 
E 19.28 72.89 34.43 78.29 28.59 
F 35.72 8.21 19.84 33.89 39.21 
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Addition and Subtraction Lesson III 
Review 
Add each column of figures and then add the totals across 
( 1) 5485 9171 2332 
413 8348 3113 
3534 6114 2309 
76 7538 4609 
785 1791 4137 
1141 5446 6434 
9087 5884 91:37 
4682 4133 6434 
468 2938 9143 
§.ill 2.m: 7;348 
( 2) 24.26 93.45 14.32 
-12.14 -43.41 - 6.10 
f 
(3) 5743 8412 3190 
... 6216 -,21g2 -9610 
f .;. 
Add all the numbers that are not marked and subtract all those 
that are followed by a minus sign. Add each column and then 
add the totals across. 
(4) 71812 60745 70789 7249 
56627• 69879 49731 3167-
18832 1180~ 59542w 21652 
13788- 34154- 96- 15184 
43961 35764 31382 9163 
78524 86461 1560- 41628-
84657- 49173- 7483 82981 
69372 75568 57896 1155 ... 
71595 24329- 853 J.006-
. ' l.673~ 96792 49173 26974 
f ,. .;. 
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Lesson III Continued 
(5) 892.41 789.24 92.42 24.31 
244.57 921.31- 124.31 324.48 
57.84- 32.89 89.37- 29.34-
328.59 78.24- 78.21 824.48 
39.79- 1024.31 234.80• 98.00 
232.61 924.11 98.87 64.23 
78.52- 78.24- 7.67 ... 29.48-
98.24• 99.21 892.93 18.21-
89.29 9.24 721.32 9.37-
124.21- 24.11 35.87- 32.78 
f ~ f 
In the type of problem which follows (Debit, Credit, Balance) 
proceed in the following manner: 
(6) 
(a) 
(b) 
(c) 
(d) 
(e) 
~~~ 
Add the first debit into the machine. 
Subtract the first credit. 
Record the balance. 
Add the second debit to the balance in the machine. 
Subtract the second credit. 
Record the balance. 
Continue same procedure until the final balance 
is obtained. 
Debit Credit Balance 
145.00 100.00 
17.71 5.75 
66.14 25.60 
15.84 15.00 
78.24 16.82 
Many firms use the balance form for records with charge 
customers. 
(7) Harry M. Parker 130 West Elm Avenue 
Date Explanation Debit Credit B'a1ance 
Mar 6 n/30 153.1Q 
20 n/30 729.32 
Apr 5 Cash 32.89 
6 :Mdse. Ret. 9.32 
11 Cash 75.00 
12 Return 5.00 
13 On account 781.59 
---
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II 
I Lesson III Continued 
I EXTRA-CREDIT WORK I I 
I In the following cus tomer ledger accounts determine the II balance a fter each t r ansaction. 
II 
John Miller 
Date Explanat i on Debit Credit Balance 
19xx 
May 1 Balance 345.56 
4 Sale #301 56.87 
15 Sale #409 87.50 
29 Cash 345 .56 
30 Sale #501 94.32 
J une 3 Cash 50.00 
12 Sale #878 23.76 
13 Return 9.76 
17 Allowance 1.75 
Carl Palmer 
Date Explanation Debit Credit Balance 
19xx 
May 5 Sale #308 18.65 
8 Sale #309 19.42 
9 Return 2.40 
15 C:ash 16.25 
21 Sale #456 250.00 
I 22 Allowance 25.00 
II 
June 3 Sale #550 76.87 
10 Sale ifi 89 9-35 
15 Cash 129.85 
I Harold Johnson 
I Date Explanation Debit Credit Balance 
I 19xx 
May 6 Sale #310 8.90 
10 Cash 5.00 
15 Sale #410 45.00 
15 Return 19.00 
I 19 Sale #430 38.67 
li 29 Sale #485 24.50 ,I 
I' 
IJ 
II 
II I' II 
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Leason III Continued 
Abstract of Accounts Receivable 
An Abstract of Accounts Receivable is a list of customers 
and the balance due from each. 
Prepare an Abstract of Accounts Receivable by filling in 
the correct balances in the following and taking a total. 
ABSTRACT OF ACCOUNTS RECEIVABLE 
Harold J .ohnson 
John Miller 
Carl Palmer 
T.otal 
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Adding and Subtracting a Constant 
Review 
(1) T. L. Jones 
Date 
l9xx 
Dec. 6 
8 
10 
15 
19 
20 
24 
30 
Explanation 
Sale #32 
Cash 
Sale #40 
Sa le #54 
Sale #77 
Retur n 
Sale #79 
Cash 
Adding a 0onstant 
Debit 
49.72 
13.57 
24.68 
139.76 
42.85 
Lesson IV 
Credit Balance 
15.16 
76.32 
11.42 
Sometimes it is neces~ary to add the same number to several 
other numbers, such as: 
To do this: 
27.64 f. 8.34 
37.83 t. 8.34 
34.94 t. 8.34 
27.56 t. 8.34 
48.31 f 8.34 
(a) Set the constant fi gure (8.34) on the keyboard 
and add it. 
(b) Depress the repeat key. 
(c) Set on the keyb oard the first a mount 27.64 and add 
it. 
(d) Record the answer which appe ars in t he lower dials 
(35.98). 
(e) Subtra ct the first a mount 27.64, leaving the con-
stant figure (8.34) in the lower dials. 
(f) Set the second amount 37.83. on the keyboard and 
add it. 
(g) Record t h e answer (46.17). 
(h) Continue the same procedure. 
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( 2) 85.90 f.. 4.38 --
28.66 1- 4.38 --
546.79 f.; 4.38 
80.66 1-. 4.38 --
77.18-.;. 4.38 --
Total 
246.92 1- 18.66 --
78.63-.;. 18.66 --
59;42 f 18.66 --
371.66 t. 18.66 
80.72 t 18.66 --
1 
, Total 
( 3) 
Lesson IV Continued 
56.73 1- 232.58 
492.57 -.;. 232.58 ---
20.43 f. 232.58 ---
36.86 f 232.58 
27.59 1- 232.58 ---
Total 
I 
II 
'I 
I
I Subtracting a Constant 
Follow the same procedure as for adding a constant except that 
1 
I the constant item is first subtracted from zero • In the problem: 
I 
(a) 
(b) 
(c) 
(d) 
8.90 ... 2.34 
15.29 - 2.34 
9.72 - 2.34 
10.24 - 2.34 
Set on the keyboard the 
subtract it. The lower 
Depress the repeat key. 
Set on the keyboard the 
Record the answer which 
(6.56). 
constant figure (2.34) and 
dials read 99999766. 
first amount 8.90 and add it. l 
appears in the lower dials 1 
Subtract the first amount 8.90 leaving the sub-
tracted. constant amount (99999766). 
Set the second amount 15.29 on the keyboard and 
it. 
add 
jl 
(e) 
(f) 
(g) 
(h) 
Record the answer (12.95). 
Continue this same procedure. 
,I 
I 
I 
I 
I 
II 
I 
I 
I 
I 
I 
I 
I 
I 
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Lesson IV Continued 
In bus iness practice, a deduction of weight,. made as an 
allowance for the weight of the container holding the goods, 
is called a tare. In the following problems subtraet the tare 
from the gross amount in order to find the net amount. 
(5) Gross 
26739 
17622 
5349 
10429 
18649 
( 6) Gross 
49561 
36731 
29866 
55961 
44636 
(7) Gross 
4821 
6321 
5412 
7534 
8645 
Tare 
1264 
1264 
1264 
1264 
1264 
Total 
Tare 
275 
275 
275 
275 
275 
~otal 
Tare 
376 
376 
376 
376 
376 
Total 
Net 
Net 
Net 
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Lesson IV Continued 
Subtracting from a Constant 
I (8) 
I 
I 
I 
I 
I 
1 ( 10) 
(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
(h) 
492.32 - 392.48 
492.32 - 221.31 
492.32 - 192.12 
The constant in this problem is 492.32. 
Add the constant (492.32) into the machine. 
Depress the repeat key. 
Subtract the first amount 392.48. 
Record the answer (99.84) from the lower dials. 
Add the first amount 392.48. The constant (492.32) 
is now in the lower dials. 
Subtract the second amount 221.31. 
Record the answer (271.01) from the lower dials. 
Continue same procedure. 
367.22 a 289.21 
367.22 ... 72.34 ---
367.22 - 68.22 
(9) 79.21 ... 13.58 --
'79 .21 - 4.25 
367.22 - 9.11 ---
367.22 - 2.92 ---
Total 
873.10 - 103 .56 ---
873.10 - 29.78 ---
873.10 ... 125.94 ---
873.10 ... 97.11 ---
873.10 .... 147.13 ---
TOtal 
79.21 .. 25.36 ---
.79.21 .. 7.43 
79.21 - 38._14 ---
Total 
'I 
,, 
I' 
li 
I 
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Lesson IV Continued 
II ( l) 
EXTRA-CREDIT WORK 
_...73.21 .;. 82.49 --
15.11 " 82.49 --
19.24 ,t 82.49 --
(2) 58.21 1- 83.94 --58.21 .;. 97.21 -__ _ 
'I l 
I 
I 
II 
~ I. 
l 
48.24 .;. 8~~49 ---
93.74 " 82.49 --
Total 
--
(3) 589.24 - 102•91 --
992.10 - 102.91 
876.41 - 102.91 --
523.01 - 102.91 ---
199.23 - .102.91 ---
(5) 
Total 
102.41 f 39.12 --
39.24 1- 39.72 --
792.21 f 39.72 
81.31.;. 39.72 --
24.89 f 39.72 ---
Total 
--
58.21 .;. 100.90 ---
58.21 .;._ 72.38 ---
58.21 :;. 1.19 ---
Total __ _ 
(4) 69~25 ... 15.83 --
69.25 - 62.81 ---
69.25 - 19.82 
69.25 - 10.71 --
69.25 - 9.25 --
Total __ 
==~1====~~========~=-
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MONROE CALCULATOR 
,I Addl.tion of' Dl.f'f'erent Denominations Lesson V 
Review 
(1) 23.11 r, 32.08 (2) 9.78 -r 62.32 
897.22 f , 32.08 9.78 1-, 7.8~ 
93.73 r 32.U8 9.78 r 12.31 
42.87 r 32.U8 9.78 ~ 14.47 7.98 f 32.U8 . 9.78 5.78 
Total Total 
(3) 78.92 ~ 2l.Y2 (4) 1~8.72 78.24 
234.31 - 21.92 198.72 - 2.92 
72.34 - 21.92 198.72 - 32.42 
39.99 - 21.92 198.72 - 1.29 
721.42 - 21.92 198.72 - 43.87 
Total Total 
Addition of Different Denominations 
Comrnoditles of' different denominations may b e added simulta-
neously by using t h e complement of' t h e lower denomination to 
reduce t h e lower denomination to t h e h igher. A complement of 
a number is that number, which added to t h e number itself' 
equals 10, 100, 1000, etc. For example the complement of 3 is 
7, because 3 plus seven equals ten. The complement of 12 is 
88 b ecause t he sum of the two equals 100. 
Hours and minutes, feet and i n ch es, pounds and ounces can be 
set on t h e keyboard and added s i multaneously and minutes re-
duced to hours, inches to .feet, and ounces to pounds b ;; using 
the complements of' ounces in a pound, inches in a foot, etc. 
Example: 
Feet 
1 
6 
3 
2 
12 00 
Inches 
5 
11 
10 
9 
35 
47 
I 48 
II 
I 
'I 
li 
MONROE CALCULATOR 
I Lesson V Continued 
I (a) Place decimal at 4 on the I keyboard and in the lower 
I 
-
dtals. 
(b) Add feet at the left of the decimal point and the 
inches to the extreme right of the keyboard. 
(c) Your lower dials read 12.0035. 
( d ) To change the 35 inches to feet: 
1. Depres s the repeat key. 
,, 
2. Place the complement of 12 (88) on the extreme 
right of the keyboard and two 9's in the next 
two columns. II 3. With forward turns of crank a dd until you reduce I 
I 
the nu mber of inches to less than 12. 
4. The answer shows in the lower dials (14.0011 or 
I 14 feet and 11 inches). 
(5) Ft. In. Ft. In. Ft. In. Ft. In. 
7 6 7 8 10 2 12 3 
31 3 12 9 12 3 4 2 
12 8 9 1 9 11 9 10 
9 4 10 4 24 2 6 2 
5 11 9 5 4 3 8 4 
f f f 
(6) Yds. Ft. Yds. Ft. Yds. Ft. Yds. Ft. 
24 2 12 2 54 1 12 2 
92 2 68 2 1 1 24 1 
71 1 25 2 12 2 13 2 
6 2 10 2 5 2 12 2 
15 2 2 2 14 2 11 2 
.;. f f 
(7) Lbs. Oz. Lbs. Oz. Lbs. Oz. Lbs. Oz. 
12 14 16 15 14 14 3 6 
25 9 32 2 18 13 9 2 
32 8 64 1 20 9 12 4 
19 12 23 13 41 8 23 10 
4 11 61 14 81 6 19 11 
.;. .;. .;. 
(8) Hrs. Mins. Hrs. Mine. Hrs. Mine. Hrs. Mins. 
45 50 72 40 24 32 10 24 
I 
12 52 9 32 32 41 11 9 
24 14 28 2 64 51 14 21 
I 6 53 31 4 72 10 25 38 
II 
I 
28 24 24 10 61 8 26 42 
.;. f .;. 
I' 
I 
l II 
II 
II 
I· 
MONROE CALCULATOR 
EXTRA-CREDIT WORK 
II 
1 
Complete the following inventory: 
I Bu. 
j Potatoes (60 lbs. = 1 bu.) 
Farm A 24 
48 
62 
32 
98 
56 
Farm B 104 
32 
68 
72 
32 
21 
Farm C 64 
72 
38 
39 
78 
20 
Farm D 100 
109 
115 
99 
82 
12 
Farm E 64 
72 
94 
38 
73 
64 
Lesson V Continued 
Lbs. 
55 
40 
32 
9 
12 
16 
3 
10 
17 
9 
24 
46 
25 
38 
45 
14 
29 
58 
10 
2 
4 
32 
59 
48 
49 
51 
32 
24 
41 
62 
Total 
i: 
II 
!( 
(( 
MONROE CALCULATOR 
Multiplication Lesson VI 
Review I 
I (1) Hrs. Mins. (2) Ft. 
9 46 . 5 
In. (3) Lbs. 
6 52 
Ozs. 
11 II 
II 
II 
II 
l 
I 
8 26 
8 54 
9 36 
9 44 
(4) Yds. Ft. (5) 
10 2 
9 1 
11 2 
10 
8 1 
8 7 
9 3 
21 8 
12 10 
Gross Pieces 
241 136 
98 124 
72 98 
321 79 
14 62 
36 
27 
45 
:24 
10 
6 
7 
2 
I 
i 
Multiplication I 
Calculating machine multiplication is accomplished by repeated ~~ 
addition; that is, to multiply 6 x 3, 6 is added 3 times. . 
Multiplication on a crank driven machine is essentially the 
same as pencil and paper multiplication. 
To multiply 78 x 97 on the machine 
(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
Be certain machine is ready for operation--upper 
lower dials cleared and keyboard cleared. 
Move the carriage to the extreme left. 
Put 78 on the keyboard. Depress the repeat key. 
Turn the handle seven times away from you to 
multiply 78 by 7. 
and 
Shift the carriage one place to the right (comparable 
to moving to the tens position in pencil and paper 
multiplication) 
Turn the handle 9 ti mes away from you to multiply 
78 by 9. 
The lower dials shm'l' 7566 (the product ), the upper 
dials show 97 (the multiplier), the keyboard shows 
78 (the multiplicand). 
,, 
I! 
Jl 
I 
j· 
50 
MONROE CALCULATOR 
Lesson VI Continued 
(6) 78 X 96 
75 X 35 
69 X 43 
16 X 5 
96 X 43 
Total 
(8) 32 X 18 
76 X 36 
73 X 54 
81 X 22 
97 X 41 
Total 
(10) 129 X 504 
934 X 159 
135 X 24 
543 X 132 
461 X 76 
( 7) 
(9) 
(11) 
69 X 91 
50 X 82 
48 X 73 
37 X 64 
21 X 53 
Total I ' ~ 
127 X 48 
345 X 52 
569 X 17 
783 X 36 ·--· 
902 X 92 
· · ·~....,.--c ... 
Total 
135 X 891 
64 X 78 
33 X 64 
98 X 78 '"'"·-~"-
21 X 49 
An invoice is an important business paper. It contains an 
itemized record of the customer's purchases. 
Determine the total of the following invoice: 
I Sold to: 
QUANTITY 
20 
10 
5 
3 
JONES AND COI\1PANY 
Boston, Massachusetts 
J. L. White & Sons 
1924 West Street 
New York, New York 
ITEM 
Reams, . Typewriting Paper 
Boxes, Carbon Quires, Stencils 
Cans, l~meograph Ink 
Total 
.1::. 
January .l2 1 l9xx 
UNIT PRICE EXTENSION .TOTAL 
. 2.00 . 
1.75 
4.20 
1.65 
51 
(1) 
(3) 
863 X 824 
938 X 628 
626 X 791 
756 X 191 
476 X 817 
Total 
617 X 409 
863 X 436 
237 X 24 
444 X 31 
460 X 74 
MONROE CALCULATOR 
Lesson VI Continued 
EXTRA CREDIT WORK 
(2) 563 X 282 
923 X 208 
375 X 123 
472 X 173 
656 X 576 
Total 
(4) 128 X 31 
71 X 324 
381 X 721 
721 X 123 
98 X . 431 
Total Total 
(5) 9.26 X 318 
721 X 616 
732 X 324 
712 X 932 
34 X 13$ 
Total 
52 
---
MONROE CALCULATOR 
Multiplication of Decimals Lesson .. VII 
Review 
Addition: Find the total sales for each month, the total ·sales 
for each department, and the year's sales. 
(1) Month Dept. A Dept. B Dept. C Dept. D Total 
January 324.47 282.89 212.32 700.00 
February 478.29 324.78 124-32 824-31 
March 237.89 402.19 322.12 438.21 
April 223-78 372.89 398.24 424- 9~ 
May . 172.24 529.32 400.98 324.31 
June 198.27 672.48 189.24 203.89 
July 202.31 789.24 239.24 298.73 
August 298.78 430.80 324.24 332.89 
September 324.32 313-72 124.39 438.72 
October 298 .78 329.49 303-72 527.32 .. 
November 400.01 278.32 404.24 589.34 
December 329.24 398.42 563.81 624.72 
'l'otal 
(2) 292 X 33 (3) 221 X 98 
98 X 47 92 X 71 
39 X 21 102 X 39 
79 X 72 204 X 72 
101 X 32 332 X 89 
Total Total 
Multiplication of Decimals 
... 
When decimals appear in numbers being multiplied, point off 
as many places in the product as there are places in the 
multiplier and the .multiplicand combined. 
Example: 24;·.21 x 2.91 
(a) 
(b) 
( c) 
There are two places in the multiplier and 
two in the multiplicand, a total of four 
places. 
Point off four places in the product in 
the lower dials. 
Round all answers to two decimal places. 
53 
(4) 2.18 X .92 
1.98 X •47 
3.10 x .31 
8.71 X .35 
7.82 X .7$ 
Total 
Total 
(8) 9.45 X $.94 
8.59 X 4.23 
1.06 X 8.16 
2.56 X 4.90 
6.62 X 1.2) 
Total 
(10) 
MONROE CALCULATOR 
.234 
1.12 
.2432 
.67 
1.82 
(5) 3.95 
5.84 
4·95 
7·54 8.67 
(7) 53.67 
62.45 
43.13 
36.16 
76.55 
(9) 2.97 
6.42 
8.17 
2.19 
3. 47 
X .31 
X .32 
X 1.6 
X 7.$ 
X 1.12 
Total 
54 
Lesson VII Continued 
X 
·79 
X .58 
X .30 
X .48 
X .75 
Total 
X 
·94 
X 
·95 
X .82 
X .• 59 
X .25 
Total 
X 2.76 
X 4.90 
X 3.12 
X 8.61 
X 4·23 
Total 
55 
J___ 
MONROE CALCULATOR 
Lesson VII Continued 
EXTRA CREDIT vJORK 
Find the total value of the following inventory 
Stock No. Amount on Hand Cost Amount 
100 48 boxes ·75 
101 100 2.19 
102 36 3.13 
103 16 .92 
104 24 ·37 
105 48 4.62 
106 19 .82 
107 64 ·57 
108 52 1.72 
109 78 3.89 
110 243 2.24 
111 9 3.12 
112 219 .48 
113 81 .24 
114 73 ·38 
115 62 3.10 
116 71 4.22 
117 34 .64 
118 25 .72 
119 94 .83 
120 87 .72 
Total 
__ l _____ ,======ll== 
1\ -
I 
I 
,, 
II 
:MUNROE CALCULATOR 
Multiplication of Fractions Lesson VIII 
Review 
(l) 172 X 89 
232 X 12 
789 X 11 
98 X 49 
32 X 14 
(2) 1.49 X .32 
2.32 X .12 
3.82 X .42 
7.82 X .12 
1.22 X .31 
Total Total 
Fractions 
( 3 } l. 09 2 X • 9 
.211 X .32 
9.29 X 1.02 
•35 X 21.09 
7 • 21 X .08 
Total 
The following decimal equivalent s of common fraction s . 
should be memorized for the efficient operation of the 
crank-driven calculator. 
Thirds 
l/3 - ·3333 
2/3 - .6667 
Sixths 
l/6 - .1667 
5/6 - .83333 
Fourths 
l/4 - .25 
2/4 - .50 
3/4 ..;. ·75 
Eighths 
l/8 - .125 
3/8 - ·375 
5/8 - ' • 625 
7/8 - .875 
Fifths 
l/5 - .2 
2/5 - ·4 
3/5 - . 6 
4/5 - .·8 
Twelfths 
l/12 - .0833 
5/12 - -4167 
7/12 - .5833 
ll/12 - .9167 
56 
MONROE CALCULATOR 
Lesson VIII Continued 
( 4} 
( 6) 
642 X 51/2 
98 X 7 2/3 
683 X 9 3/4 
34 X 6 5/6 
Total 
17 3/5 
7 5/12 
ll/12 
5/6 
X 9 1/4 
X 7 2/3 
X 3/8 
X 1/12 
Total 
(5) 8 1/12 
5 5/8 
2 3/4 
9 1/5 
Addition, Multiplication, Subtraction 
X 7 1/6 
X 4 1/2 
X 2 5/12 
X 2 5/6 
Total 
Compute the gross earnings of each employee (hours worked x 
rate per hour), net earnings per employee (gross earnings-
deductions), and the total gross earnings, total deductions, 
and total net earnings. 
Rate 
Employees• Hours Per Gross Payroll Net 
Nos. Worked Hour Earnings Deductions Earnings 
671 38 1/2 .85 2.20 
672 40 .87 2.25 
673 40 .92 2.30 
674 37 1/2 .84 2.32 
675 32 3/4 .82 1.98 
676 35 .97 1.99 
677 36 .98 2.21 
678 40 .95 2.33 
679 40 .84 1.98 
680 39 .86 1.86 
Totals (7) _(8) (9) 
57 
58 
========~====================-=~==~~===========-=-~---============~F-==-=-=~= 
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MONROE CALCULATOR 
Lesson VIII Continued 
EXTRA CREDIT WORK 
Rate 
Employees'Hours Worked Total Per Gross 
Nos. - M T W T F Hours Hour Earni s 
1001 
1002 
1003 
1004 
1005 
1006 
10Q7 
1008 
1009 
1010 
7 5i 8 8 8 1.10 
8 8 7i 7i 6~ 1.25 
7 7 7 7 7! .95 
8 8 8 8 8 . . .98 
4 8 6* 7i 6i ------ 1.02 
6 6 7 7 8 ' ~.03 
8 7t 6t 8 7t .90 
8 7 8 8 8 1.05 
4 8 8 8 8 1.25 
Payroll 
Deduc-
tions 
4.10 
4.75 
2.85 
3.90 
3.87 
3.05 
3.00 
3.15 
4.00 
3.57 5 6-i 8 7t 6-i .97 
Totals __ (1) ~{2) 
Net 
Earnin s 
__ (3) 
I 
II ==--====-=-=--=----==-=--=====--====tt=== ~~~,=---------------- -
I 
I 
I 
II 
MultiPlication 
Review 
( 1) 2 1/2 X 
6 1/6 X 
27 3/5 X 
9 1/5 X 
5 1/4 X 
MONROE CALCULATOR 
Continued Lesson IX 
3 3/4 -
8 7/8 
9 1/8 
3 7/12 
3 11/12 -
Total 
j Hundred, Hundredweight, and Thousands 
C after a price means 11 price per hundred." Two places must be 
pointed off in the quantity when items are listed by the unit 
and priced by the hundred. 
Problem: 
Solution: 
1244 tags @ $ .15 per C / 
Point off two places in the quantity. Problem 
now reads: 12.44 C tags @ $.15 
or 
12.44 X .15 
I Answer: $1.87 
I Cwt. after a price means 11 price per hundredweight.u Two places 
must be pointed off in the quantity when items are - listed by 
the pound and priced by the hundredweight. 
Problem: 
Solution: 
I 
2984 lbs. @ $16.50 per cwt. 
Point off two places in the quantity. 
now reads: 29.84 cwt. @ $16.50 
or 
29.84 X 16.50 
Problem 
I I Answer: $492.36 
. M after a price means "price per thousand." Three places 
must be pointed off in the quantity when items are listed by 
the unit and priced by the thousand. 
Problem: 16,89~ yds. @ $11.10 per M 
Solution: Point off three places in the quantity. The 
problem now reads: 16.895 M yds. @ $11.10 
or 
16.895 X 11.10 
==Jl_ 
Answer: $187.53 
II 
li 
59 
(2) 
MONROE CALCULATOR 
689 nails @ $.75 C 
924 nails @ . • 82 C 
34 nails @ .64 C 
824 nails @ .83 C 
Total 
29,424 feet @ $13.76 per M 
17,400 feet@ 12.84 perM 
38,900 feet @ 11.98 per M 
29,814 feet @ 19.24 per M 
(3) 
Lesson IX Continued 
348 lbs. @ ~ 24.50 cwt. 
1024 lbs. @ v58.62 cwt. ::::1 
934 lbs. @ 63.98 cwt. 
1298 lbs. @ 98.24 cwt. 
Total 
·/ Total 
!Multiplication of a Constant 
I In any work where a constant amount is to be multiplied by 
several multipliers the carriage does not have to be cleared 
after each multiplication. 
Problem: 682 x 21 
682 X 34 
682 X 78 
682 X 64 
(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
Depress the repeat key. 
Set the constant amount (682) on the keyboard. 
Multiply by the first multiplier (21) and record the 
answer (14322) from the lower dials. 
Do not clear the dials. 
Change the first multiplier (21) in the upper dials 
by forward turns to read the second multiplier (34) 
and record the result (23188) from the lower dials. 
It will be necessary to make three cranks away from 
you to change the 1 to 4 and one turn to change the 
2 to 3. 
To change 34 to 78 in the upper dials make 4 crank 
turns away from you to change 4 to 8 and four to 
change 3 to 7. 
To change 78 to 64 turn the crank toward ' you four 
times to change 8 to 4, once to change 7 to 6. You 
are subtracting fourteen from 78. 
Remember that at all times the constant multiplicand 
is locked on the keyboard with repeat key down. 
~~~·~r=== =-----======== 
60 
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nesson IX Continued 
(5) 798 X 24 
798 X 78 
798 X 38 
798 X 92 
798 X 76 
Total 
(6) In this problem the constant is the multiplier. Reverse 
it so that you are multiplyi ng 9.45 x 15, etc. 
15 cases @ $9.45 
18 cases @ 9.45 
22 cases @ 9.45 
21 cases@ 9.45 
16 cases @ 9.45 
Total 
(7) Find the total of the following inventory: 
Stock No. Number on Hand Cost Per Dozen Amount 
346 9 3/12 dozen $16.50 
347 10 2/3 dozen . 16.50 
348 12 3/4 dozen 16.50 
349 24 dozen 24.25 
350 36 1/2 dozen 24.25 
351 39 dozen 24.25 
353 8 3/4 dozen 30.49 
354 13 1/4 dozen 30.49 
360 12 dozen ]0.49 
Total 
61 
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MONROE CALCULATOR 
Lesson IX Continued 
EXTRA CREDIT WORK 
Find the total weekly coal deliveries for each of the following 
trucks, the daily totals and the total deliveries during the 
week. 
(1) Day Truck A Truck B Truck C Truck D Total 
Monday 10 tons 13 tons 14 tons 14 tons 
Tuesday 12 14 15 15 
Wednesday 13 9 16 16 
Thursday 9 7 5 7 
Friday 8 8 4 6 
Totals 
(2) At $21.80 per ton what were the total sales of 
Truck A 
B 
c 
D 
Total 
3) At $23.40 per ton what were the total sales of 
Truck A 
B 
c 
D 
Total 
62 
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Multiplication Continued Lesson X 
Review 
(1) 1234 bolts @ $.66 per C 
(2) 840 lbs. @ $16.24 per cwt. 
(3) 89,324@ $13.64 M 
( 4) 8.20 X 89.32 (5) 
8.20 X 12.37 
8.20 X _ 19.13 
8.20 X 42.54 
8.20 X 8.32 
Total 
Accumulation 
863 X 259 
863 X 736 
863 X 521 
863 X 434 
863 X 817 
Total 
The following problem involves accumulative multiplication. 
This method is used in checking the accuracy of billa and 
invoices already calculated. 
To check the following sales slip by accumulative multiplying: 
(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
125 tables @ $64.32 
68 chairs @ 10.48 
24 lamps @ 18.24 
Depress the repeat key: 
$8,040.00 
712.64 
437.76 
#9,190.40 
Multiply 64.32 by 125. The lower dials show 8040.00 
and the upper dials 125. 
Clear the keyboard and the upper dials. Do not clear 
the lower dials as the answer is being accumulated here. 
Move the carriage left. 
Multiply 10.48 by 68. The lower dials show 8752.64, the 
accumulation of the first two. 
Same as (c). 
Multiply 18.24 by 24. The lower dials ahow 9190.40 
:I 
II ==il~-
1 
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Desson X Continued 
Multiply by accumulation 
I< 6> 92 X 31 (7) 62 X 32 65 33 68 X 48 
li 
X 
2562 X 89 125 X 39 
665 X 34 384 X 98 
41 X 96 78 X 124 
Accumulation over a fixed decimal }20int 
To accumulate over a fixed decimal point, determine the decimal 
point at the beginning of the solution to make it unnecessary 
to point off while working the problem. 
Example: 2 3/4 @ $8.75t per yd. 
3 5/12 @ 16.53 per yd. 
10 3/8 @ 9.37 per yd. 
Convert the fractions to decimals so that (a) the problem 
I . reads as follows: 
II 
I 
I 
(b) 
(c) 
(d) 
(e) 
(f) 
2.75 X _8.755 
3.4167 X 16.53 
10.375 X 9.37 
Depress the repeat key. 
Note which multiplicand has the most decimal places and 
point off that number of decimal places on the keyboard. 
The largest number of decimal places among the multipli-
cands is 4 (3.4167), so point off four decimal places 
on the keyboard. 
Set the decimal point on the upper dials at 3 to provide 
for the multiplier with the largest number of decimal 
places (8.755). 
Point off seven decimal places in th~ lower dials. 
Multiply 2.75 by 8.755 
1. Place 2 on the keyboard at the left of the 
decimal point and 75 to the right of the 
decimal point .• 
2. Shift the carriage to the extreme left. 
3. Multiply by 8.755. 
4. The answer or product is in the lower dials (24.0762500) 
,l (g) Clear the keyboard and the upper dials only. 
lj 
----~=·==Tt=====================================================~===== 
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Lesson X Continued 
(h) Multiply 3.4167 by 16.53. 
1. Place 3 on the keyboard to the left of the 
decimal point and 4167 to the right of the 
decimal point. 
2. Shift the carriag e to the tens position and 
multiply by 16.53. 
3. The lower dials read 80.5543010. 
(1) Clear the keyboard and the upper dials. 
(j) Multiply 10.375 by 9.37. 
1. Place 10 on the keyboard to the left of the 
decimal point and 375 to the right of the 
decimal point. 
2. Shift the carriage to the tens position and 
multiply by 9.37. 
3. The lower dials read 177.7680510 
( k) The answer 1 s $176.77. 
~ccumulate over a fixed decimal point. 
(8) 7.491 X 8.353 (9) 5.624 X 8.32 
12.03 X 4.928 9.71 X 9.19 
93.6 X 2.32 86.9 X 8.7 
(10) 1.692 X 42.3 
9.73 X 72.24 
3.241 X 11.5 
!
Carry each decimal fra ction to three places only in the 
following accumulation problems and round all answers to two 
~ecimal places. 
(11) 8 1/4 X .28 1/2 (12) 66 3/4 X 16.42 
72 1/2 X .62 41 1/4 X 7.52 
4 5/12 X .07 3/4 15 2/5 X 2.86 1/2 
9 3/8 X .33 1/3 3 7/12 X 19.24 __ 
65 
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Lesson X Continued 
EXTRA-CREDIT WORK 
Compute the extensions and totals in the following invoices. 
Check your work by accumulative multiplication. 
Shipped to 
WHOLESALE DEALERS, INC. 
Pleasantville, N. Y. 
T. Vl. Anderson 
31 Spring Road 
Orange, New Jersey 
July 2, 19xx 
Quantity Description Unit Price Extension Total 
725 
825 
325 
224 
#27 
#32 
#61 
#81 
Dresses 
Dresses 
Dresses 
Dresses 
16.95 
10.64 
11.25 
9.72 
A 13 C SHOE MF'G. COMPANY 
81 Paris Street 
Malden, Massachusetts 
Shipped to : William J. Jones Co. 
249 Spruce Street 
Malden, Massachusetts 
January 16, 19xx 
Quantity Description List Price Extension Total 
1.2 cases 
16 cases 
19 cases 
7 cases 
#124 
#136 
#142 
#109 
shoes 
shoes 
shoes 
shoes 
36.42 
45.89 
21.32 
52.31 
.I 
) 66 
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Multiplication of Three or More Factors 
Review 
Lesson XI 
(1) Determine the extensions and the total of the following 
invoice. Check your answer by accumulative multiplication. 
R. M. Payne & Sons 
72 East Avenue 
Charleston, w. Virginia 
Shipped to: Peach State Company 
24 Alberta Road 
Atlanta, Georgia May 23, 19.xx 
Quantity Description Unit Price Extension Total 
200 gals. white 1.10 
paint 
100 gals. shellac .89 
12 #72 brushes 4.10 
12 #36 brushes 3.29 
12 #24 brushes 2.71 
Multiplication of Three or More Factors 
On the crank driven machine it is not necessary to record on I 
paper intermediate results in multiplying three or more factors. 
At the end of the one multiplication copy to the keyboard the 
result in the lower dials. Then subtract with a backward turn 
of the crank. If the lower dials clear you have copied the 
lower dials' figures correctly to the keyboard. 
Example: 12 x 2.6 x .32 
{a) Depress the repeat key and multiply 12 x 2.6. 
(b) Copy the result 31.2 from the lower dials to the keyboard 
1 and subtract. The lower dials should be cleared. 
1 {c) Clear the upper dials. 
(d) Multiply 31.2 X .32. 
(e) The final result is 9.984 as shown in the lower dials. 
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Round all answers to two decimals 
( 2) 
( 4) 
(5) 
(6) 
12 
13 
22 
17 
19 
46 
82 
6 
8 
6 
3.2 
4.2 
8.4 
7.1 
24 
15 
7.1 
19 
9.6 
3.1 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
13 X 71 (3) 7.2 
14 X 17 8.3 
33 X 9 .34 
24 X 93 8.9 
51 X 48 32 
Total __ 
51 X 6 X 13 
15 X 3 X 51 
24 X 31 X 22 
31 X 21 X 9 · 
12 X 31 X 31 
Total 
X 27.2 X 3.8 X .12 
X .6 X 3.2 X 1.2 
X 2.4 X 2.4 X 9 
X 6.3 X 1.9 X 4 
X .09 X 3.2 X 3 
X 5.3 
X 6.4 
X 2.5 
X 6.1 
X 7 
Total 
@ $6.30 per cwt . 
@ .8.40 per cwt. 
@ 4.40 per cwt. 
@ 4.38 per cwt. 
@ 3.29 per cwt. 
Total 
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X .31 X 24 
X 4.1 X 12 
X 12 X 1.3 
X 2.3 X 45 
X 5.1 X 6 
Total 
69 
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Lesson XI Continued 
EXTRA-CREDIT WORK 
Complete the foll.owingbank statement 
Date Checks listed in order Date Deposit New 
of payment Balance 
May 31 1,231.75 
June 1 4.20 5.81 3.24 1.82 June l 894.31 
4 6.82 29.31 .' !+~.31 1.02 
10 324.41 
14 3.89 29.42 31 •. 64 
16 8.91 4.38 5.92 4.31 
19 424.31 
28 43.89 24.43 6~89 28 524.32 
30 25.00 49.24 33.81 
' 
MONROE CALCULATOR I 
Discount and Net Amount Lesson XII 
Review 
II 
I < 1) 24 X 3.2 X 12 ( 2) 6.1 X 4.2 X 9 X 3.8 6 X 1.2 X 4.9 7.9 X 9.2 X 8 X .4 
I 29 X 9 X .2 9 X 3.2 X 2.4 X 9 64 X 1.3 X 4.8 8 X .2 X .3 X 4 
61 X 3.8 X 2.1 31 X 2.1 X 9 X 8 
Total Total 
Finding Net Amount 1l 
I In a wholesale business it~ms are usually listed on invoices at l1 
list price. Trade discounts are then used to adjust the list II 
price. 
For example: The list price of an article is $21.50 and the 
trade discount is 12%. In order to find the 
net amount: 
I 
IJ ~~~ 
I (c) 
II (d) 
I p ~~ 
I< g) 
(h) 
I ( 3) 
I I 
II 
11 
I 
_j 
Set 21.50 on the keyboard. 
Set two decimal places on the upper dials and shift the 
carriage two places to the right. 
Set four places on the lower dials (2 on the keyboard f 
2 on the upper dials). 
Multiply 21.50 once. The upper dials show 1.00, which 
represents 100%; the lower dials show 21.5000. 
Shift the carriage one place to the left, subtract once. 
Shift the carriage one more place to the left and sub-
tract twice. 
The upper dials show 1.12 with the 12 in red, indicating 
that 12 has been subtracted from lOO%. 
The lower dials show 18.9200. Net amount is $18.92. 
Net Amount Net Amount 
135.85 less 6% (4) 216.95 less 11% 
412.61 less 16% 790.49 less 40% 
286.11 less 12% 384.24 less 13% 
689.49 less 45% 175.00 less 5% 
249.24 less 10% 92.83 less 10% 
Total Total 
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Desson XII Continued 
(5) Fill in the correct amount for each extension and total. 
OFFICE SUPPLY COMPANY 
NEW YORK CITY 
I ll Order #241 
I . 
1, Sold ·. to: G. Johnson, Inc. 
July 22, 19xx 
I 
27 4th Avenue 
New York, New York 
~uantity Items 
23 
14 
23 
9 
18 
Desks 
Filing Cabinets 
Chairs 
Tables 
Typewriters 
Finding Discount 
Unit 
Price 
89.72 
25.92 
12.31 
19.32 
151.38 
Invoice #3824 
Rate of Extension 
Discount 
3% 33% 3% 3% 3% 
Total 
Take into consideration the previous example. In step 8 you 
found the net amount to be 18.92 (lower dials reading 18.9200). 
1
1 To find the discount: 
'I (a) Copy to the keyboard the net amount 18.92. 
I 
(b) Shift the carriage until the deci mal point in the lower 
dials is directly in line with the decimal point on the 
I keyboard. (c) Subtract 18.92 twice. 
(d) Add 21.50 (gross amount). 
(e) Lower dials read 2 .. 5700. The amount of the discount is 
$2.57. 
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I 
II Lesson XII Continued q 
1
1 ( 6) Gross Amount Rate of Discount Net Amount Discount 
I 
I '1) 
I . 
# 724.38 
829.32 
1,289.31 
324.83 
923.24 
'
Order #4451 
Total 
EXTRA-CREDIT WORK 
X Y Z OFFICE SUPPLY CO. 
34 Third Street 
New York, New York 
I . 
1
1 
Sold to: Eagle Shoe Company 
i 14 East Street 
I\ Boston, Massachusetts 
March 13, 19xx 
11 Quantity Description List Price 
Invoice #3169 
Total 
!1 150 reams, duplicating paper 
50 boxes, duplicating paper 
50 quires, stencils 
2 bottles, ink 
1.79 
2·.50 
2.75 
3.15 ---1 
---- 11 I, 
Total I Less 10% ___ _ 
Net .I 
I ~
r 
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Lesson XII Continued 
(2) WHOLESALE STATIONERS 
42 Fifth Avenue 
Chicago, Illinois 
April 16, l9xx 
Sold to: T. W. Rice Company 
1247 Union Street 
Lynn, Massachusetts 
QUANTITY 
36 
3 
10 
150 
DESCRIPTION 
boxes paper clips 
stapler machines 
boxes staples 
reams of typewriting 
paper 
· LIST PRICE 
.25 
2.50 
1.19 
40 boxes typewriting carbon 
1.89 
1.19 
Total 
Less 15% 
Net 
TOTAL 
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~eview 
MONROE CALCULATOR 
Lesson XIII 
l (l) 236 .$6 
I 41.2.61 
2$6.11 
' 394· 51 
561.42 
less 
less 
less 
less 
less 
(2) 221.74 
714.30 
16.91 
49-44' 
67.$4 
less 10% 
less 21% 
less 2% 
less 6% 
less 23% 
Total 
Chain Discounts 
Trade discount is sometimes expressed by a 
discounts. This enables the wholesaler to 
by the same rate that the market changes. 
give additional discounts according to the 
purchases. 
Total 
series or chain of 
change his prices 
The wholesaler can 
increased quantity 
In solving problems in chain discounts, it is necessary to 
!deduct eac~ discount separatelyunless a chart is used. 
!Example: $432.50 less · 50, 10, 5% 
(a) Set two decimal places on the keyboard, t wo on the upper 
dials, and four on the lower dials 
(b) Shift the carriage until the decimal on the lower dials is 
in line with the decimal on the keyboard 
.(c) Add 432.50 on the lower dials. Th e upper dials read 
1.00. This represents 100 per cent 
(d) Deduct or subtract 50 per cent. The lower dials read 
216.25 
l(e) Clear the keyboard and upper dials 
(f) Copy 216.25 to the keyboard 
I 
(g ) Deduct 10 per cent. The lower dials read 194.b25 
(h ) Clear t h e keyboard and upper dials 
(i) Copy 194.62 to t he keyboard 
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Lesson XIII Continued 
Deduct 5 per cent. The lower dials read 184. 894 . The 
net amount is $184.89 
Gross Amount Rate of Discount Net Amount 
$400.60 
125.15 
75.85 
17.24 
15%, 
10%, 
121h, 
5% I ' 
5%' .5% 
5% . 
10%, 5% 
5% . 
Total 
Gross Amount Rate of Discount Net Amount Discount 
$ 46.26 
31.62 
111.65 
670.35 
50%, 10%, 5% 
25%, 10%, 
2Jb 10%, 5% 
25%, rt ' 5% lO~o , 
Total 
JOHNSON i•'IFG. CO. 
631 8th Avenue 
Chicago, Illinois 
April 16, 19xx 
Order #F321 
Sold to: S. S. Jones 
Quantity 
62 
3~ 
16 
12 
351 lst Street 
Charleston, W. Va. 
Description 
cases, #31 shoes 
cases, #45 shoes I,/ 
cases, ~J shoes cases, shoes 
Unit Price Extension 
16.85 
12.32 
11.89 
9.79 
Less 15%, 10%, 5% 
Net Amount 
Total 
75 
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EXTRA-CREDIT WORK 
(1) 4 dozen @ .12t 
6 dozen @ .55 
10 dozen @ .28 
2~dozen @ .25 
4-i dozen @ .32 
Total 
Less 10%,, 5% 
Net Amount 
(2) 4 gross @ .65 
3 gross @ 2.35 
1
1
t gross s@ 3.36 
i gross @ 3.39 
3 gross @ .60 
Total 
Less 25%c~ . 10%, 2% 
Net Amount 
(3) 5 quires @ 3.24 
5 quires @ 6.18 
9 quires @ 4.31 
6 quires @ 5.01 
11 quires@ 7.22 
Total 
Lese 15%, 5%, 2% 
Net Amount 
---
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I>lONROE CALCULATOR 
Division of Whole Numbers 
Review 
(1) R. Allen & Co. 
314 East St. 
Memphis, Tennessee 
Lesson XIV 
I Order #3281 Date 12/3/xx 
Invoice #1281 
I 
Sold to: Pealey & Co. 
Quantity 
8~ doz. 7t doz. 
3 -3/4 doz. 
12 doz. 
31 Market Street 
Lynn, Massachuset ts 
Description 
shirts 
shirts 
shirts 
shirts 
List Price 
8.50 doz. 
10.25 doz. 
9.39 doz. 
5. 34 doz. 
Less 20% 
Net 
Total 
!Division of iNhole Nwrrbers 
Example: 50,481 + 237 
(a) 
( b} 
(c) 
(d) -
( e) 
I t f,'} 
( g ) 
Be certain machine is ready for operation 
Ivfove the carriage to the extreme left 
Add 50,4$1 into the machine 
Clear the upper dials 
Depress the repeat key 
Depress the keys on the k eyboard f or the amount of the 
di·vi sor 23 7 ' · 
Division is merely subtraction 
(l) Subtract t he divisor 237 f rom the first t hree 
figures in t h e dividend (504) as many times as 
possible. This can rbe done twice with a remainder 
of 30 · . 
( 2) Iviove the carriage one pla ce to the ri ght. Subtract 
the divisor (237) from t he three numbers appearing 
in the lower dials (308) as many times as possible. 
This can be done once with a remainder of 71 
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I 
I (4) 
I 
I 
I 
I 
I 
I 
'I (1) 
I 
I 
I< 3 > 
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MONROE CALCULATOR 
(3) 
(4) The answer is in, the upper dials (213) ~. . The 
lower dials are clear. 
59,373 .. 733 
12,852 ... 378 
33,306 .. 427 
12,696 .. 276 
77,250 ... 309 
Total 
22,792 + 
340,446 ... 
30,970 .. 
6,672 + 
122,248 + 
308 
2467 
190 
139 
2183 
Total 
(3) 4,823 .. 689 
7,392 ... 56 
2,448 + 34 
3,815 + 545 
(5) 
832 + 26 
Total 
416,988 + 
129,250 + 
266,840 .. 
241,672 + 
233,784 .. 
5,346 
1,375 ---
7,624 ---
3,554 
6' 876 ==--=-~-
,a''ci>tal __ _ 
EXTRA~CREDIT WORK 
292,320 + 720 
3,483 .. 43 
988 .. 76 
432 .. 36 
50,481 + 237 
Total 
23,403. 29 ---
27,951 + 39 ---
28,385 + :46 ---
22,575 .. 28 ~--
7,434 + 59 
Total 
(2) 37,154 + 269 
52,138 + 173 
59,632 + 795 
95,953 + 793 
56,561 .. 347 
Total 
II 
I 
I 
II 
I 
I 
I 
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Division of Decimals 
(1) 7,650 + 18 
Lesson XV 
I 
I 608,684 .. 76 
3,570 + 51 
3,696 + 77 
945 + 15 
(2} 145,199 • 59 
162,298 + 38 
117,598 + 26 
123,136 + 37 
115,667 • 47 I 
Tota l 
Division of Decimals 
(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
(h); 
(i) 
(j} 
(h) 
Procedure 
Determine number of 
places needed in 
quotient. 
Set upper dials indica• 
tor in that position. 
Count decimal places in 
divisor and dividend. 
Set keyboard indicator 
to correspond to number of 
places in dividend or 
divisor, whichever is 
larger. 
Add total of decimal places 
in upper dials to total 
on keyboard. Set lower 
dials indicator to cor• 
respond to sum. 
Move the carriage until 
lower. dials. indicator is in 
line with keyboard indicator. 
Place dividend on keyboard 
and add in machine. 
Clear upper dials • . 
Set divisor on keyboard 
with repeat key depressed. 
Move carriage until first 
digit in lower dials is 
over first digit on key~ 
board. 
Divide by subtraction. 
Total 
Example: : 187.6 . + .45 
Assume 3 places needed. 
Set upper dials indicator 
in 3rd position. 
Divisor 2 places, 
dividend 1. 
Place keyboard indicator 
in 2nd position (divisor 
is larger). 
3 (upper dials) and 2 (key~ 
board) • 5. Set lower dials 
indicator in 5th position. 
Do same. 
Place 187.6 on keyboard 
and add in machine • . 
Do same. 
I 
Set .45 on keyboard with I 
repeat key depressed. 1! 
Move carriage until 4 is in j 
line with 1. 
Do same. 
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II 
Lesson XV . Continued j 
I 
In the following problems, ~. carry the decimal to three places 
and round to two. 
I 
' 
II 
,, 
I 
('3) 14.40 .. .45 ---
19.04 • .56 ---
34.50 + 2.75 ---
46.98 • 3.79 ---
18.17 .. 10.79 ---
.Total 
---
(5) 69.345 + 2.091 ---
38.940 + 1.209 ---
128.43 + 29.5 
962.99 .. 37.3 
26.938 + 2.45 
Total 
(4) 
(6) 
35.88 + 7.83 
2,478.44 .. 42.68 
865.76 + 2.242 ---
468.75 .. 31.254 ---
24.00 .. 63.251 ---
63.824 .. 
610.50 • 
16.500 .. 
89.467 . + : 
87 .5os .. 
Total __ _ 
5.74---
7.63---
.573 
33.57 ---
42.~ 
Total 
EXTRA•CREDIT WORK 
I (1) 
I 
I· 
I 
8.427 • : .159 ---
17.969 • .199 ---
4,943.2 + 58.7 
.978 + .489 --
7.878 + 9.37 
Total 
(2) .4593 + 5.28 
161.4 • 37.6 ---
9.825 + 2.83 ---
17.54 .. 19.8 
.375 . • .72 
---
Total 
il 
I' 
I 
I 
Ji 
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!Percentage 
~Review 
In the following 
and round to two 
· Lesson XVI 
problems, carry t he decimal to three places 
I 
I 
(1) 114.35 + 6 . 9::t. ( 2 ) 218 .26 + 1.4 
2. 943 + .2ll 416.7 + 1.8 
53.54 + 3·71 415.42 + 9 .b4 
. 8069 + 4-42 7lb.l0 + 3·5 
46.55 + 2.58 220. 80 + ~L 48 
Total Total 
Find in amount of ercenta'ge 
Per cent on the crank driven calculator is represented by a 
decimal. These problems are easily solved by multiplying the 
amounts by the percentages expressed as decimals · 
Example: 15% of $324-42 
II ( a) 
!(b) 
11 (c) (d) 
(e) 
Change 15% to .15 
Example now reads 
IJiultiply 
.15 X 324.42 
48.6630 
(3) 
Lower dials show 
Answer $48. 66 -
25% of 
12% of 
4% of 
12~% of 
7% of 
395.67 
432.41 
922.38 
490.07 
. 24.89 
Total 
Findin er cent 
( 4) 18% 
10% 
14"0 
9% 
4% 
of 591.)7 
of 23.98 
of 68 .24 
of 724-31 
of 79.24 
Total 
ITo find what per cent one number is of another d ivide that 
number by the other 
Example: 64 is __ % of 784 
I 
__ l_ __ Divide 64 by 784 
I 
I 
I 
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MONROE CALCULATOR 
Lesson XVI Continued 
Set your decimal indicator in the upper dials at 5. The 
per cent is to be carried to two decimal pl aces in the 
answer. If the third deci mal place in the answer is 5 or 
more, add one to the second place; if less disregard the 
third place. 
V'ihen 64 is divided by 784 and carr ied to five places your 
upper dials read .0816,3. 
Changed to a per cent it reads 8. 16% 
.35 is ~ of 78.24 75 is d~ of 824 • .31 
20.19 is ,% of .38.14 
.39.8.3 is (f7 of 67.5.3 () 
Total 
i[ .(6} V\lbat per cent of 
57.84 is 20.19 
6.3.84 is .31.24 
172.91 is 82 • .31 
68,3.12 is .3 82.25 
Total 
1 Amount of increase or decr ease and per cent 
I 
I 
(a) Always · set the latest year, month, or week's fi gure on the I 
keyboard first. If it is an incr ease add the amount in 
I (b) 
I 
I (c) 
II (d) 
I (e) 
I 
1 ,r-
'1 I 
the lower dials. If it is a decrease subtract it from 
z ero on the lower dials. 
Set the earli er f i gur e on the keyboard and do just the 
opposite of what you did with the other figure. 
Copy from lower dials the amount of increase or decrease. 
Do not clear the machine. · 
Divide the amount on the keyboard into t he lower dials 
amount. 
The per, ... cent of increase or decrease will a ppear in the 
upp erdials in decimal form. 
Example: 1947 1948 
·$689.24 ' $724 • .32 IL_ 
82 
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Lesson XVI Continued 
Set indicator for five decimal places on the upper dials, 
two on keyboard, and seven on lo1;ver dials. 
Shift carriage until the decimal place in lovver dials is in . 
line v-.ri th decimal on keyboard. 
Add 724.32 
Subtract 689.24 
Amount of incr ease (35.08) appears in the lower dials. 
.Copy but do not clear. 
Divide 35.08 by 689.24 
Upper dials read .05089 
Per cent of increase 5.09% 
Dept. 
A 
B 
c 
D 
E 
January 
428.24 
389.74 
789 .72 
802.24 
424-31 
February 
589.64 
423.89 
798.24 
982.31 
682.32 
Total 
Example: 1947 
289.24 
Amount of Increase Per Cent · 
1948 
198.79 .. 
Set indicator for five decimal plac~s on upper dials, two 
on keyboard, and seven on lower dia,ls. 
Shift the carriage until the decimal place in lower dials 
is in line with decimal on keyboard. 
Subtract from zero 198.79. 
Add 2$9.24. 
Amount of decrease (90.45) appears in the lower dials. 
Copy but do not clear. 
Divide 90.45 by 289.24. 
Upper dials read .31271. 
Per cent of decrease 31.27% 
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Lesson XVI C.ont inued 
(8) Amount 
March 
68.42 
79.31 
of' Sales 
April 
50.24 
60.24 
Amount of Decrease Per C.ent 
I 
i 
d 
Dept. A 
B 
c 
D 
E 
!I 
I' . 
124.18 
246.18 
225.98 
109.31 
198.41 
124.32 
Total 
EXTRA-CREDIT WORK 
I 
Find the increase or decrease and per cent of increase or 
· decrease. 
I 
1947 
I Ja.n • 689.25 
Feb. 725.31 
Mar. 524.31 
April 824.31 
May 982.41 
1 June 725.31 \July 582.49 
jAug. 431.84 
Sept. 925.25 
oct. 624.21 
j Nov. 524.31 
IDee. 631.81 
I 
II 
II 
I 
I 
1948 
725.32 
831.24 
432.64 
694.32 
832.41 
924.31 
624.44 
321.81 
824.41 
825.53 
564.31 
624.24 
Total 
Sales Comparison 
Per Cent Per Cent 
Increase Decrease Increase Decrease 
II 
·I 84 
I 
i 
1947 
242.81 
568.24 
381.42 ) 
1948 
348. 61 
691.)1 
219.93 
Total 
MONROE CALCULATOR 
Lesson XVII . 
Sales Comparison 
Per Cent Per Cent 
Increase Decrease Increase Decrease 
I eciprocals 
'
1
bhe reciprocal of any number is one divided by that number. For J 
example: 1 + 8 = .125; therefore, the reciprocal of 8 is 
1.125. A reciprocal is useful in saving division where the same 
~ivisor is used a n~ber of times, because multi plying by a 
r eciprocal of a numb er produces the same result as dividing by 1: 
~he number. For example: 72 + 8 = 9; 72 x .125 = 9. II 
1 To .find the reci procal o.f a number 1l 
(a} Simply divide the number into. one j 
(b) Place as manY- ciphers between the decimal point and I 
the reciprocal as there are whole numbers less one in II 
the original number I 
{c) If the original number is a decimal, point off as 
many whole numbers in the reciprocal as there are \ 
1
1 ciphers in the number plus one 
f ind the reciprocal of the following figures. Carry the 
!
r eciprocal to five significent figures {a significant figure is 
~ figure other than 0} 
I, 2 l 28 
30 
360 
144 
I 75 
1
1 
Total 
I 
I 
! 
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Lesson XVII Continued 
Solve the following by using the reciprocal of the divisor and 
multiply with a constant. Round your answers to two decimal 
places. 
( 3 ) 6824 + 28 ( 4} 9284 + 3~0 
792 + 28 2314 + 360 
384 + 28 7984 + 360 
1384 + 28 8931 + 360· 
2151 + 28 893 + 360 
Total Total 
Reciprocals are used extensively in percenta!e work and in 
pro-rating {distributing income Emd expenses 
Example: Pro-rate the selling expense of ~~7500 to the follovf-
ing departments according to the amounts of sales. 
Dept. 
A 
B 
c 
D 
Solution: 
Amount of Sales 
$5000 
2500 
4550 
1950 
Rate as Decimal 
1.00 or 
. l OO% 
Expense 
$7500 
(1) . Find total sales (14,000) 
(2) Obtain the reciprocal of 14,000 (.000071428) 
(3) Set the constant, the reciprocal, on the keyboard and 
multiply it by the amount of _sales for each department 
.000071428 X 5000 .36 ' 
.000071428 X 2500 .18 
. 000071428 X 4550 .32 
.000071428 X 1950 .14 
1.00 ( 4) Nultiply 
7500 X .36 Expense A 2700 
7500 X .18 B 1350 
7500 X .14 c 2400 
7500 X . 32 D 1050 
7500 
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I 
; Lesson XVII Continued 
• I 
II 
Prorate rental expense according to floor space. 
Rent Space Per Cent 
!J Dept. A ~231 
B 825 
c 7000 
D 982 
E 720 
F 201 
1.00 $9 ,325 .72 
(6) Prorate overhead expenses to various departments . 
I Expenses Per Cent Overhead 
I Dept. A 234-92 B 384.61 
II 
c 789.21 
D 621 .00 
E 922.36 ----
I 
I 1.00 $'7,231.81 
I· EXTRA-CREDIT WORK 
I Distribute expense t.o departments according to sales ·• ·· 
Sales Per Cent Ex_penses 
I 
·Dept. A 1,021.24 
B 924.31 
c 631.89 
II 
D 589.32 
E 724.01 
I 
F 384.24 
a · 921.13 
1.00 $9,893.22 
T 
I 
I 
MONROE CALCULATOR 
l~rkup and markdown and per cent 
!Review 
Lesson XVIII 
II (1) Distribute expens e to departments according to sales 
I
ll Dept. Sales Rates as decimal Expenses 
I 
A~ 624.31 
732.08 
511.24 
D 381.24 
E 724.31 
1.00 
Markup and per cent of markup 
Cost 
JJ.24 
Selling price 
43-24 
798.24 
I•.llarkup Per cent 
ITo find the amount of markup subtract the cost from the selling price and to find the percent dLvide the amount of markup by 
l
the selling price. 
(a) Set th,ree decimal places on the upper dials, t\vo on 
I 
the keyboard, and five on the lower dials 
(b) Shift the carriage until the decimal point in the 
I lower dials is in line with the decimal point on the 
I 
keyboard 
(c) Set the cost $33. 24 on the keyboard and subtract 
I 
(d) Set the selling price $43.24 on . the keyboard and add. 
The lower dials show 10. 0000. $10.00 i s the amount 
I of markup · 
(e) Divide $10.00 by $43.24 
II 
II 
(f) The upper dials read .231 
(g) Per cent of markup is 23.1% 
{2) Find the amount of markup 
following. Carry answers 
Cost Selling Price 
13.78 16.82 
4·32 6.92 
11.60 250.31 
235.98 250.31 
104-45 115.09 
Total 
and the per cent of mc..rkup in the 
to three decimal places. 
Markup Per cent of markup 
\ . 
L_ __ 
88 
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I~IONROE CALCULATOR 
I 
I 
i Harkdown and per cent of markdown Lesson XVIII Continued 
11 New Selling Price 
I 7.82 
Old Selling Price IVJ.arkdown 
8.64 
Per Cent 
II 
To find the amount of markdown subtract the new sell ing price 
from the old and divide the markdown by the old selling price. 
I 
!
Follow the same procedure as for markup. Set the new selling 
price on the keyboard and subtract. Add the old selling price 
l
i next and continue as before. 
,, (3) Find the amount of markdo-wm and the per cent of markdown. 
J Carry the answers to three decimal places. 
New Selling Price Old Selling Price Ivlarkdown Per Cent 
62.81 75.82 
10.89 12.32 
5.95 7-50 
1.99 2.50 
7.50 10.00 
'rotal 
EXTRA CREDIT WORK 
PAYROLL (Piece Work) 
Workmen's Total Amount 
No. M T w 1' F Pieces Rate Advanced Due 
70 601 312 124 234 434 .OJ 5.00 
71 781 413 501 321 231 .04 
72 654 131 413 611 711 .05 7.50 
73 131 213 619 311 lll 
.05* 
II 
74 312 316 711 209 309 • 03J+ 
75 124 491 809 311 292 .06 - 12.50 
76 231 381 124 211 301 .04~ q 77 511 421 387 291 702 .OJ 
I' 78 401 618 516 311 591 .07 
I! 
79 389 314 402 bl2 453 ·07 
Total 
il 
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., Review . Lesson XIX 
I 
I 
I 
Addition•~Add vertieally and horizontally 
(l) 987,561 581,924 
127,861 639,167 
563,916 479,712 
792,429 816,149 
864,391 802,071 
829,564 348,652 
.;. f. 
Subtraction 
(2) 721.31 349.57 
·631.29 -102.32 
1- f. 
Multiplication and addition 
(3) 86.3 X 8.24 
1.9 X 2.31 
69.2 X 3.2 
89.2 X 3.3 
69.3 X 1.2 
T'otal 
937,560 
786,401 
817,243 
931,624 
481,731 
19,742 
892.31 
... 516.02 
Divisionw~Divide to three deeimal places and round to two 
(4) 78.82 + 1.29 
876.40 .. 7.5 
18.28 .. 1.2 
28.16 + 1.42 
916.8 + 4.2 
Total 
90 
I 
I 
I 
MONROE CALCULATOR 
II Addition, 
Lesson XIX Continued 
Multiplication, Subtraction 
! (5) 
I 
Compute the gross earnings of each employee, net earnings 
per employee, and the total gross earnings, total deduc• 
tions, and total net earnings. 
I 
I 
I 
I 
Employee Hours Rate per Gross Payroll Net 
Number Worked Hdur Earnings Deductions Wage 
672 43 1.37 6.21 
673 45 1.26 5.40 
674 40 .75 2.12 
675 46 .90 1.91 
676 41 1.64 9.83 
Total 
EXTRA-CREDIT ·. WORK 
I (1) 
I 
Hrs. Mins. (2) 75 gross @ $175.80 
8 35 
7 15 
7 45 
9 25 
8 22 
(3) 1489 dozen @ $15.00 
1583 dozen@ 17.50 
1784 dozen@ 17.89 
1001 dozen @ 18.40 
Total 
Leas 15%, , 5%~-0: 
Net 
29 
19 
35 
gross @ 189.50 
gross @ 178.75 
gross @ 195.80 
Total 
Less 10% 
Net 
(4) The selling price of the article was $10.84. It was 
marked down to $8.94. Find the amount of markdown and the 
per cent of markdown. 
I (5) 
I 
The cost of an article is $10.24 • . It sells for $13.87 •. 
Find the amount of markup and the per cent of markup. 
91 
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I Review . Lesson XX 
I 
i ( l) Htiward W. Jones (Account Receivable) 
I Date Explanation Debit Credit Ealance 
1l l9xx 
I 3/6 
I 20 
1 4/5 
I 10 
I 12 
ii 
15 " 
15 
,I 21 I 
(2) 
(4) 
(5) 
!I <7 > 
II 
II < 8 > 
n/30 135.10 
n/30 65.00 
cash 50.00 
cash 75.00 
return 5.00 
n/30 75.00 
allowance 5.10 
cash 50.00 
12 X 16 X 13 (3) $200.95 less 15% 
X ll X 12 496.29 less 32 
--
10% 
5% 16 X 9 X 2 792.13 less 
212.48 less 25% 
TGt.al 
Trotal 
$169.81 less 5%, 10% 
69.21 less 10%, 5% 
295.15 less 10%, 5%, 10% __ _ 
789.05 less 15%, 15% 
25% of $625.25 
6% of 211.11 
5~ of 325.10 3% of 411.25 
Total 
Total 
(6) What per cent of 
16.94 is 9.32 
5.80 is 1.90 
47.27 is 29.31 
712.31 is 524.11 
Total 
Sales in 1947 were $1,341.78 ;: in 1948, $1,692. 
Find t he amount of increase and the per cent of increase .• 
Sales . in 1947 amounted to $694.13; in 1948, $513.27. 
Find the amount of decrease and the per cent of decrease. 
! 
\ 92 
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[I 
I{ 
.I 
:I 
i: 
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MONROE CALCULATOR 
li Lesson XX C.ont inued 
J! ( 9) Prorate the rent according to floor space. 
I 
I 
I 
II Dept. 
II 
I 
I 
(1) 
I 
I' 
II (2 ) 
l1 
il 
II 
II 
II 
A 
B 
c 
D 
$456.87 
895.11 
345.21 
98.45 
Space 
less 
less 
leas 
less 
345 
812 
648 
238 
10%, 
5%, 
15%, 
25%, 
Rate as Decimal 
•EXTRA-CREDIT . WORK 
Total 
What per cent of 
67 .56 .. is 35.46 
124.89;- is 89.65 
56.78 is 10.45 
135.98 is 99.56 
Total 
Rent 
I C 3) Prorate the expenses according to sales. 
I 
II DEPT. ~ 
1 c· 
I D 
E 
F 
Sales::; 
5,896.11 
6,115.09 
978.11 
1,456.78 
4,114.67 
896.11 
Rate as Decimal Expenses~ 
'$11,687 .98 
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BURROUGHS CALCULATOR 
The Burroughs Calculator performs addition, multiplica-
tion, subtraction, division, or a combination of any or all of 
the se. Since there is no printing mechanism, there is no way 
to check your work except by repeating it. Results appear in 
the dials instantly upon the depression of amount keys. 
The operation of the Burroughs Calculator is extremely 
simple. There is no crank to turn. Every time a key is 
depressed, the number shown on that key is added, the answer 
appearing in the dials at the bottom. Before you start any 
computation, always "clear" the dials by pulling the crank 
toward you. 
Try the following: 
Clear the machine by pulling the crank toward you. 
Depress 3 in the first column. 
Look at the dials; it should read three. 
Depress 2 in the same column. 
Look at the dials, it should read five. 
Clear the machine again by pulling the crank toward you. 
The keyboard is simple. It has color divisions for 
dollars and cents. There are two fi gures on each key, a large 
one and a small one; use the large fi gures for addition and 
multiplication, the small figures for subtraction and division. 
The odd-numbered keys are concave and the even-numbered keys 
are flat. This facilitates the location of the keys by touch. 
94 
The calculator should be placed on the desk in front, and 
slightly to the right; the same position as you would place 
a sheet of paper upon which you are about to write. 
A pencil should be held between the thumb and the palm 
of the hand. This saves time in writing answers and has a 
atabi~izing effect on the muscles, thereby giving the opera~ 
tor greater confidence. 
Prove your answers to each problem by doing the problem 
twice. 
95. 
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Addition Lesson 1 
Addition is accomplished by merely depressing the keys (large 
figures) which represent the amounts to be added. The answer 
appears instantly on the dials. 
(a) Hold a pencil between the thumb and the palm of the 
hand while operating the machine. 
(b) Use only the first and second fingers of the right 
hand. The second finger is used for the units 
column--the first finger for the tens column. 
(c) Operate one key at a time. 
(d) All adding work on 
"touch" method. 
this machine is performed by the 
(e) No key is struck for the cipher. 
( 1) 33 (2) 33 (3) 34 (4) 32 (5) 44 
34 32 43 34 34 
33 22 32 33 44 
43 32 23 43 43 
33 33 20 32 33 
32 34 23 23 43 
23 44 32 33 32 
33 43 34 34 23 
34 33 43 44 33 
44 22 44 ~ 1!!: 
(6) 33 (7) 22 (8) 34 (9) 34 (10) 12 
22 23 32 32 11 
23 33 22 12 22 
33 34 33 22 23 
44 32 44 33 33 
43 23 34 44 34 
34 32 43 33 43 
23 34 23 23 44 
22 33 33 34 43 
22 .21 g2_ 44 44 
97 
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Lesson I Continued 
(11) 33 (12) 23 (13) 34 (14) 12 ( 15) 43 
34 21 54 21 23 
43 22 43 2 22 
45 32 32 32 33 54 23 21 12 44 
44 43 . 22 21 34 
3 45 1 23 44 
22 43 10 33 54 21 23 11 43 23 
11 21 21 12 .2!!: 
(l6) 34 ( 17) 54 ( 18) 33 ( 19) 43 (20) 33 43 45 34 33 44 
44 43 44 44 45 
45 33 45 54 55 44 32 55 55 54 
43 21 54 45 45 
45 ;J-1 44 55 44 
55 12 43 44 55 43 2 34 54 33 
.2!!: 10 .2!!: 44 ~ 
In the preceding problems only adjacent fi gures (23, 45, 12, 
etc.) were used. In the following problems, the di stance has 
been increased one row of keys in such combinations as 13, 
35, 24, etc. 
( 21) 33 (22) 33 (23) 35 (24) 31 (25) 13 
35 34 43 34 32 
53 35 32 55 53 44 53 30 43 12 
33 43 33 13 31 
31 23 32 32 34 
13 32 45 24 35 22 44 43 45 43 
33 22 22 23 .44 
~ 24 22 12 24 
98 
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Lesson I Continued 
(26) 24 (27) 53 (28) 11 (29) 24 (30) 22 
44 33 ~2 34 44 
42 35 13 55 33 
22 44 31 53 24 
33 22 32 35 42 
42 24 33 42 53 
24 31 43 13 24 
22 23 53 35 31 
44 33 54 53 13 
22 ~ ~ 42 42 
EXTRA-CREDIT WORK 
Vertical and Horizontal Addition 
22 54 34 35 50 (a) 
23 55 54 21 35 (b) 
33 45 45 4 20 (c) 
34 43 43 34 23 (d) 
32 23 23 35 45 (e) 
43 21 21 31 24 (f) 
35 23 11 12 .32 (g) 
54 32 12 53 23 (h) 
35 33 22 32 34 (1) 
22 .12 .2£ 12 .22 ( J) 
( 1) (2) (3) (4) (5) 
BURROUGHS CALCULAT OR 
.Addition Lesson II 
Review 
( 1) 33 
34 
32 
44 
33 
22 
34 
34 
12 
33 
To facilitate 
used. 
For example: 
To add 
To add 
To add 
To add 
(2) 33 
4:3 
33 
54 
34 
4:3 
12 
34 
23 
3:3 
touch addition, 
6, strike 3 twice 
7, strike 4 and 3 
8, strike 4 twice 
9, strike 5 and 4 
only 
(3) 43 
55 
45 
54 
55 
32 
12 
22 
43 
54 
the keys from 1 
( 4) 54 
4:3 
:3:3 
4:3 
2:3 
43 
44 
45 
40 
15 
to 5 are 
For uniformity of operating, always depress the higher key 
first in adding combinations for 7 and 9. 
(5) 33 (6) 33 (7) 44 (8) 45 ( 9) 36 :37 48 49 66 63 88 94 63 76 84 95 36 67 48 99 33 77 44 55 66 73 84 54 63 37 88 95 36 67 84 55 33 37 44 95 
34 
36 
46 
63 
43 
54 
36 
46 
56 
65 
99 
100 
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Lesson II Continued 
(10) 33 (11) 43 ( 12) 49 (13) 12 (14) 59 
73 32 34 36 85 
84 63 42 21 78 
59 78 46 6 9 
95 53 78 85 47 
88 67 86 7 13 
37 8 67 90 94 23 7 45 45 83 32 12 43 45 48 
22 ~ 21 34 49 
In the following problems some of the combinations are 
separated by 2 and 3 rows of figures. 
(15) 12 (16) 52 ( 17) 32 (18) 54 (19) 54 23 32 34 53 98 24 23 71 29 13 42 42 28 82 24 45 54 92 35 45 54 29 45 54 63 28 72 52 35 81: 92 17 34 42 17 23 52 23 32 34 45 13 25 21 18 
(20) 25 (21) 14 (22) 15 (23) 28 (24) 45 84 13 53 52 49 29 63 36 39 63 59 95 19 13 52 78 29 29 29 49 23 67 53 35 13 31 89 14 52 54 89 59 16 86 23 95 68 51 25 35 31 32 47 15 23 
101 
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Lesson II Continued 
EXTRA-CREDIT WORK 
( 1 ) (2) (3) {4) (5) (6) (7) (8) (9) ( 10) 
78 24 81 82 14 46 25 36 76 84 (a) 
59 65 96 97 31 62 31 72 35 37 (b) 
43 94 42 42 32 21 62 14 97 92 ~~~ 23 25 17 17 52 26 46 21 78 65 31 36 86 58 75 26 46 21 42 17 (e) 81 29 36 69 34 95 31 94 78 24 (f) 35 82 35 53 52 84 76 65 81 29 (g) 89 71 78 84 24 23 17 14 76 54 (b) 69 32 56 65 18 35 54 76 87 92 ( 1) 54 18 46 64 34 61 24 79 53 34 ( j } 
102 
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Addition Lesson III 
Review 
( 1) 33 (2) 44 (3) 59 ( 4) 28 
36 48 85 52 
66 88 78 39 
63 84 9 13 
36 46 47 29 
33 44 13 35 
66 84 95 52 
63 88 84 86 
36 84 43 25 
33 44 49 15 
This lesson introduces three column addition. use the second 
finger for units column and the first finger for all the other 
columns. Check your work by adding each problem twice. 
( 5) 333 (6) 484 (7) 595 (8) 336 (9) 836 
366 848 959 324 253 673 488 548 893 503 763 844 745 319 606 377 474 375 378 581 363 784 507 375 638 673 478 636 443 494 633 873 954 350 840 736 384 569 842 723 363 483 459 425 485 
(10) 668 (11) 242 ( 12) 453 (13) 178 (14) 579 334 298 815 125 536 422 160 687 156 312 322 679 480 120 432 423 115 512 169 254 827 351 615 194 191 695 711 621 135 576 483 436 539 325 109 976 697 559 179 353 723 634 618 446 816 
\ 
BURROUGHS CALCULATOR 
Lesson III Continued 
(15) $3.36 (16) $6.21 (17) $3.86 (18) $4.80 (19) $3.51 4.43 4.53 9.73 2.19 1.15 3.15 7.98 2.98 .48 2.55 2.33 
.27 5.59 4.49 4.96 3.94 7.11 6.87 6.79 9.15 2.89 2.42 5.25 6.13 .95 2.17 5.39 8.77 5.12 1.21 3.82 8.15 4.36 6.15 1.36 
1.13 5.34 1.60 3.87 1.51 
2.98 3.86 6.18 6 i 91 1.45 
The following example is continuous addition. The first total 
is the total of the first column, the second total is the total 
of the first and second columns, etc. 
(20) 368 253 456 334 723 
126 248 298 545 650 
443 212 517 567 768 
375 875 221 713 374 
827 735 568 778 773 
836 383 280 387 387 
327 451 897 883 255 
668 335 569 374 115 
553 442 985 784 193 
162 253 448 650 594 
EXTRA-CREDIT WORK 
The following example is continuous addition. The first total 
is the total of the first column, the second total ia the total 
of the first and second columns, etc. 
(1) $7.73 
8.34 
1.96 
3.46 
8.45 
5.87 
4.52 
7.38 
-
$4.56 
7.65 
2.38 
1.98 
4.86 
5.25 
9.81 
1.51 
$2.77 
8.72 
3.84 
7.24 
9.84 
2.29 
1.99 
2.15 
$6.53 
8.54 
6.36 
1.43 
7.56 
8.34 
7.27 
7.82 
$2.88 
1.50 
3.65 
5.92 
1.39 
5.14 
6.51 
2.53 
103 
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Lesson III Continued 
Another example of continuous addition: 
(2) $4.59 $4.34 $2.84 $8.34 $1.49 
8.17 1.51 1.40 8.49 3.81 
8.89 8.79 9.32 4.59 2.58 
.45 9.17 1.35 3.85 1.64 
2.16 6.72 9.54 2.96 3.14 
5.57 3.26 8.73 2.15 6.32 
5.02 4.50 4.51 9.05 4.52 
3.48 1.27 3.84 2.51 3.86 
Addition 
Review 
(1) 368 
366 
484 
595 
336 
836 
BURROUGHS CALCULATOR 
Continuous Addition 
668 
242 
453 
278 
589 
336 
621 
386 
480 
351 
115 
219 
242 
334 
298 
322 
160 
422 
Lesson IV 
178 
815 
378 
842 
319 
387 
This lesson reviews the three-column and introduces the four-
column addition. As explained in Lesson III, the second 
finger is used for units column and the first finger for all 
the other columns. 
(2) 
(7) 
45.32 
88.67 
67.14 
57.85 
89.21 
91.95 
5.21 
65.83 
36.48 
47.22 
78.34 
28.79 
28.42 
29.35 
37.60 
36.33 
86.35 
101.71 
47.22 
17.82 
( 3) 
( 8) 
32.54 
88.76 
69.55 
54.99 
73.94 
62.31 
38.56 
93.71 
52.17 
22.47 
66.12 
55.92 
55.67 
66.20 
66.21 
42.50 
22.15 
44.35 
88.16 
66.94 
(4) 
( ~ ) 
87.43 
72.72 
78.92 
98.63 
91.15 
22.50 
12.53 
27.75 
53.90 
91.03 
77.78 
66.44 
55.35 
22.19 
11.35 
99.99 
33.45 
33.68 
77.99 
2.47 
(5) 
( 10) 
73.83 
5.23 
62.34 
8.71 
17.39 
1.25 
47.22 
74.13 
38.98 
2.95 
22.43 
22.89 
11.65 
66.87 
.91 
11.51 
33.15 
44.36 
55.90 
55.42 
( 6) 
(11} 
60.12 
13.65 
35.78 
98.00 
2.45 
11.57 
50.75 
15.04 
81.23 
31.56 
22.33 
22.45 
1.15 
22.25 
22.47 
22.26 
22.15 
.74 
44.54 
11.65 
The following example is an example of continuous addition: 
(12) 22.43 
22.89 
11.65 
66.87 
.91 
11.51 
33.15 
88.67 
66.98 
11.64 
44.94 
99.73 
77.11 
44.76 
66.39 
4.35 
99.14 
2.47 
77.99 
33.68 
3.26 
33.45 
99.99 
11.35 
22.19 
55.35 
66.44 
77.78 
44.36 
55.90 
55.91 
55.42 
11.30 
33.28 
22.56 
55.63 
33.21 
44.56 
22.84 
11.19 
55.80 
11.90 
11.87 
11.25 
11.65 
.58 
11.20 
11.96 
11.94 
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(13) Lesson IV Continued 
Solve the following cross-footing problem. Add each column 
vertically and record each answer. Add each line horizontally 
and record each answer. The sum of the vertical totals must 
equal the sum of the horizontal totals. 
WEEKLY SALES REPORT 
DEPARTMENTS 
A B c D E 
Monday 66.12 44.35 77.78 33.68 77.11 
Tuesday 55.92 88.16 66.44 77.99 44.76 
Wedne·sday 66.20 66.94 55.35 99.14 66.78 
Thursday 66.21 66.21 99.99 72.10 78.19 
~ridaa 42.50 77.85 44.89 51.40 45.13 atur ay 78.25 62.81 73.91 83.36 79.24 
EXTRA-CREDIT WORK 
Cross foot the linea. Add the columns. The sum of the line 
totals must equal the sum of the column totals. 
7246 6432 643 2689 654 6598 7321 3218 2189 321 8435 2453 2164 6413 7955 7618 9763 536 564 643 5043 4665 332 117 826 7239 1369 6543 987 561 1598 2142 6911 632 186 493 6773 267 1834 3248 254 9064 421 862 6843 963 7173 7931 127 5410 
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Multiplication 
Review: 
(1) 33 (2) 
34 
44 
43 
23 
22 
11 
13 
35 
43 
Multiplication 
BURROUGHS CALCULATOR 
73 (3) 367 
36 489 
95 328 
33 924 
67 827 
73 480 
23 789 
21 374 
15 467 
92 321 
Lesson V 
( 4) $ 35.79 
125.82 
39.81 
86.42 
9.61 
79.32 
404.91 
731.08 
4.58 
531.00 
Multiplication on the key-driven calculator follows the 
principle of arithmetic multiplication. For example, to 
multiply 35 x 15: 
Arithmetic Method 
(5) 56 
23 
37 
34 
29 
35 
X 15 
I75 
35 
'52'S 
X 12 
X 88 
X 95 
X 12 
X 19 
Total 
1. 
2. 
3. 
4. 
(6) 
Calculator Method 
Place the first finger of the 
left hand over the 3-key in 
the tens column and the first 
finger of the right hand over 
the 5-key in the units column. , 
Strike both keys simultaneous~ , 
ly five times. · 
Move the fingers one column 
to the left. 
Strike both keys simultaneous-
ly once. (The dial reading 
is 525). 
67 X 45 
77 X 95 
35 X 78 
52 X 27 
61 X 35 
Total 
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Multiplication 
( 7) 14 X 55 
71 X 72 
62 X 58 
94 X 26 
47 X 56 
Total 
{9) 25 X 19 
47 X 62 
39 X 51 
23 X 98 
43 X 87 
Total 
When the key factor ends in a cipher, no 
first right-hand column of the machine. 
(11) 20 X 36 
24 X 32 
84 X 27 
40 X 81 
40 X 45 
Total 
( 1) 34 X 18 
50 X 28 
94 X 69 
24 X 64 
30 X 62 
Total 
EXTRA-CREDIT WORK 
Lesson V Continued 
(8) 18 X 73 
41 X 59 
28 X 62 
48 X 62 
12 X 44 
Total 
(10) 34 X 92 
87 X 31 
43 X 65 
56 X 76 
12 X 59 
Total 
~ey is held 
(12) 72 X 71 
50 X 35 
84 X 16 
16 X 53 
19 X 32 
Total 
(2) 24 X 35 
37 X 83 
61 X 37 
55 X 49 
57 X 88 
Total 
in the 
108 
Multiplication 
( 3) 18 X 73 
41 X 59 
67 X 55 
40 X 37 
78 X 62 
Total 
BURROUGHS CALCULATOR 
Lesson V Continued 
(4) 35 X 84 
25 X 15 
27 X 34 
35 X 59 
72 X 16 
Total 
109 
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Multiplication Lesson VI 
Holding figure combinations: 
(1) 
Simple rule for fingering is to use the longest finger on 
the highest figure. 
Natural Combinations 
426 
635 
256 
534 
178 
Natural fingering positions for the right hand are 
35 1 36 1 57, 79 1 etc. 
Natural fingering positions for the left hand are 
53 1 65, 75, 97, etc. 
7667 is therefore a natural left- and right-hand 
combination. 
X 834 (2) 356 X 724 
X 724 157 X 234 
X 865 824 X 832 
X 313 512 X 759 
X 920 634 X 132 
Total Total 
Reverse Combinations 
In holding 4664 the higher keys are held with the 
longer fingers. 
This necessitates turning the hands inward and 
raising the elbows slightly. 
(3) 483 X 212 
2452 X 681 
352 X 831 
276 X 381 
1452 X 751 
(4) 1364 X 79 
864 X 193 
2692 X 381 
1541 X 391 
796 X 39 
Total Total 
110 
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Multiplication Lesson VI Continued 
( 5) 
Interposed Combinations 
274 
473 
614 
527 
The holding of many combinations may be simplified 
by interposing the fingers. 
In holding 374, the 7 is held with the left hand and 
3 and 4 are held with the right hand. 
X 325 ( 6) 395 X 434 
X 822 5784 X 358 
X 123 3527 X 637 
X 632 463 X 438 
294 X 351 373 X 582 
Total Total 
Cross Hand Combinations 
It frequently occurs that reverse combinations may 
be eliminated by placing the hands in reverse order. 
To hold 5821, place the 1st finger of the left hand 
on 1 and the 2nd finger on 2. Place the 1st finger 
of the right hand on 5 and the 2nd finger on a. 
(7) 5821 X 463 (8) 3421 X 732 
5742 X 671 
461 X 832 
349 X 5631 
(1) 
7943 X 2398 ----
3409 X 186 
5732 X 234 --------
Total Total 
EXTRA-CREDIT WORK 
365 X 95 
488 X 164 
753 X 366 
624 X 321 
565 X 432 
Total 
(2) 318 X 187 
436 X 52 
532 X 46 
321 X 79 
335 X 47 
Total 
-----
111 
Multiplication 
(3) 732 X 45 
435 X 675 
335 X 96 
451 X 74 
535 X 97 
Total 
{5) 
BURROUGHS CALCULATOR 
1492 X 463 
9685 X 732 
3773 X 671 
5821 X 832 
4731 X 5632 
Total 
Lesson VI Continued 
( 4) 477 X 83 
623 X 125 
676 X 381 
154 X 721 
398 X 01 
Total 
112 
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Multiplication of Decimals Lesson VII 
Multiplication of decimals is accomplished in the same manner 
as the multiplication of whole numbers. The required number of 
places may be pointed off either before or after multiplying. 
The pointers on the machine are used to indic~te the decimal 
points. 
When multiplying from the right of the machine,point off as 
many places from the right of the machine as there are decimal 
places in both factors. 
(1) 4.55 X 1.23 (2) 2.34 X 54 
4.26 X 24.8 9.35 X 32.1 
6.35 X 31.7 85.7 X .423 
1.78 X 2.26 1.34 X 41.3 
8.43 X 7.91 6.87 X 4.72 
Total Total 
(3) .3223 X .35 {4) 6.4 X 2112 
.5753 X .224 61 X .224 
.0431 X 5.64 26.7 X 53.5 
.3489 X 5.30 98.3 X 6.23 
1.64 X 6.4 .245 X 8.63 
Total Total 
Multiplication of Common Fractions 
When tbe multiplication problems contain common fractions, it 
is necessary to change them to decimal equivalents to conform 
to the decimal plan of the machine. 
3rds 
6ths 
12tbs 
1/3--.3333 
2/3--.6667 
1/6--.1667 
5/6--.8333 
1~12--.0833 
5,,12--.4167 
7/12--.5833 
11/12-.9167 
DECIMAL EQUIVALENTS 
4ths 
8tbs 
1/4--.25 
2/4 (1/2)--.50 
3/4-.... 75 
1/8-- .. 125 
3/8--.375 
5/_8--.625 
7'/8--.875 
113 
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Lesson VII Continued 
In the following problems, copy to the nearest second decimal. 
If the third decimal is 5 or more, add 1 to the second decimal 
of tbe answer. 
(5) 678 X 5 1/4 (6) 7.89 X 8 5/6 
15.8 X 4 1/8 
.62 X 1 7/12 
6.98 X 25 1/2 .325 X 2 5/12 
3.65 X 5 1/12 9.81 X 12 3/4 
7.48 X 2 11/12 7.32 X 5 1/3 
Total Total 
{7) 8.70 X 8 1/3 (8) 5.53 X 1/12 563. X 5 1/3 976 X 87 1/2 954. X 5 5/12 95 3/4 X 2 3/8 56.5 X 7 2/3 8 1/2 3 1/3 8.3 X 9 3/4 X 7 3/4 X 1 1/2 
Total Total 
114 
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Lesson VII Continued 
EXTRA-CREDIT WORK 
Extend the following items and find the total value of tbe 
following inventory. 
STOCK NO. AMOUNT ON HAND COST AMOUNT 
200 325 boxes $1.25 eacb 
201 227 1.11 
202 750 1.12 
203 460 2.13 
204 825 4.32 
205 821 5.82 
206 341 6.91 
207 950 7.53 
208 871 8.25 
209 121 1.18 
210 581 3.72 
211 841 7.51 
212 53 8,39 
213 39 7.52 
214 125 9.32 
. 215 233 7.32 
216 751 6.89 
217 321 3.82 
218 201 3.91 
219 69 5.62 
220 167 4.89 
Total 
115 
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Multiplication Lesson VIII 
Multiplication from the left of the machine. 
When the complete product of the two factors containing 
decimals will exceed the capacity of the machine, begin 
multiplying from the left side of the machine and work toward 
the right. 
Example: Multiply 42.25 x 5.123981 
( 1) Hold 42.25 on the machine with the 4 in the left 
column on the machine and multiply by 5-1-2-3-9- 8. 
At this point the 5 in the key factor will have 
reached the right-band column. To multiply by 1, the 
finger holding the 5 will "drop off" the keyboard. 
(2) The answer in the dials reads 216.4881972 
(3) To point off begin at the extreme left of the 
machine and move the decimal point one dial to the 
right for each whole number in the multiplier and 
multiplicand. In this problem count over three. 
ROUND ALL ANSVffiRS TO TWO DECIMAL PLACES 
(1) 92.34 X 1.23934 (2) 4.12 X 1.6963 
3.85 X 6.8352 5.596 X .2778 
2.96 X 8.324131 9.332 X 74.24 
.3125 X 5.758 7.31 X 698.24 
64.24 X 10.57 .125 X 7.25 
Total Total 
(3) 735.74 X 92 
427.21 X 4.87 
134.23 X 6.92 
373.38 X .86 
.4235 X 92.125 
--
Total 
Split Multiplication 
occasionally problems are found in which the amounts are too 
large to be held conveniently on the keyboard. In such cases 
the key factor is split and the multiplication is made in two 
steps. · 
116 
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Lesson VIII Continued 
Split the key factor as follows: 
1. Hold the first three figures at the left of an 
amount and multiply by the other factor from left 
to right. Leave the answer .in the dials. 
2. Hold the remaining figures of the key factor 
(beginning in the fourth column from the left-band 
side) and multiply by the other factor. 
To multiply 45347 x 36591 
(4) 
1. Hold 453 on the left of the keyboard and multiply 
by 3-6-5·9-1 
2. Hold 47 in the fourth and fifth columns from the 
left and multiply by 3-6-5-9-1 
91.642 X 743.82 (5) 77.426 X 5.872 
688.54 X 8.7241 43.307 X 495.62 
.76491 X .1392 43.723 X 67.93 
197.62 X 58.75 8.3724 X 7.491 
793.95 X 543.02 427.88 X 46.82 
Total Total 
(6) 91.642 X 743.82 
688.54 X 8.7241 
.76491 X .1392 
197.62 X 58.75 
737.95 X 543.02 
Total 
II 
I 111 
I 
I 
I 
I 
II 
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Lesson VIII Continued 
EXTRA-CF.EDIT WORK 
STOCK NUMBER NUMBER ON HAND COST PER DOZEN AMOUNT 
417 9 :3/12 doz. $17.62 
692 10 5/.12 doz. 19.63 
782 6 6/12 doz. 9.24 
853 11 doz. 10.24 
892 7 :3/12 doz. 24.82 
901 5 1/)2 doz. 27.84 
924 9 7/12 doz. 10.76 
932 10 doz. 15.23 
943 14 9/12 doz. 16.89 
954 15 5/12 doz. · 9.25 
Total 
BURROUGHS CALCULATOR 
Multiplication Lesson IX 
Prepare the following quarterly sales report. Find the total 
sales for each month, the total sales for each department, and 
total sales for the quarter. 
( 1) QUARTERLY REPORT 
Department January February March Total 
A $947.62 $ 1,214.31 $938.92 
B 872.34 679.09 711.41 
c 824.91 598.82 653.28 
D 625.32 245.67 543.82 
E 621.62 518.90 843.21 
Totals 
{2) 45 X 84 (3) 42.25 X 2.24 
256 X 79 --- 27.52 X 1.2 
369 X 81 39.41 X 3.84 
724 X 34 15.30 X .1538 
19 X 223 3.284 X .32 
Total Total 
Accumulative Multiplication (Whole-Number Factors) 
An accumulated total is obtained by leaving the result of 
each line of multiplication in the dials. 
(4) 24 X 78 (5) 447 X 48 (6) 24 X 197 
36 X 48 79 X 38 842 X 321 
25 X 26 786 X 24 58 X 434 
29 X 48 173 X 87 464 X 103 
92 X 87 562 X 32 194 X 27 
-(7) 198 X 34 (8) 58 X 433 (9) 5732 X 23 87 X 52 246 X 577 1298 X 31 91 X 65 36 X 654 843 X 239 781 X 32 464 X 24 631 X 92 95 X 12 128 X 46 409 X 73 
119 
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Lesson IX Continued 
Multiplication of three or more factors--stroke wheel 
multiplication. 
In stroke wheel multiplication, the product of three or more 
numbers is obtained without clearing the dials until after 
the final answer is obtained. 
Example: 45 x 23 x 18 
Solution: 
( 10) 
1. Multiply 45 x 23 on the right of the machine. The 
dial reading is 1035. Leave this on the dials. 
2. The problem now is to multiply 1035 by 18. The third 
factor is always one less because the dials have not 
been cleared and the 1035 is in the machine once. In 
this case it is 17. 
3. The finger on the 7 key is directly above the dial 
reading 1 and the 1 is held to the left of it. The 
figure 1 in the dials indicate how many strokes to 
take, so strike it once. 
4. 
5. 
6. 
36 
86 
70 
42 
69 
Move the 17 one place to the right. The o indicates 
the stroke so do not strike it. 
Move the 17 another place to the right. Strike it 3 
times. 
Move 17 once more to the right. Strike it 5 times. 
The dials read 18630. 
X 71 X 23 (11) 2.4 X 39 · x .25 
X 72 X 42 62.3 X 2.4 X .09 
X 83 X 89 7.9 X 3.9 X 42 
X 29 X 67 9.2 X .82 X .48 
X 87 X 50 62 X 1.9 x . 3.2 
Total Total 
120 
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Lesson IX Continued 
EXTRA-CREDIT WORK 
Find the cost of each one and the total cost. 
64 bolts, 49 yards eac,h, at $ .77 a yard 
75 bolts, 34 yards each, at .89 a yard 89 bolts, 42 yards each, at .72 a ya:rd 
57 bolts, 51 yards each, at 1.25 a yard 
25 bolts, 19 yards each, at .77 a yard 
63 bolts, 14 yards each, at .39 a yard 
35 bolts, 41 ~ards each, at .76 a yard 
32 bolts, 35 yards each, at .84 a yard 54 bolts, 59 yards each, at .85 a yard 
36 bolts, 49 yards eacp, at .64 a yard 
--
Total 
Subtraction 
-----
Add each column 
(l) $ 1.87 
315.22 
82.87 
267.81 
721.47 
786.55 
7.65 
52.77 
545.07 
63.12 
Subtraction 
Example: 
l. 
BURROUGHS CALCULATOR 
Lesson X 
of figures and then add each total across. 
$563.42 $164.31 
409.63 12.38 
4.95 478.97 
6.70 28.17 
973.25 148.43 
425.26 93.62 
5.30 96.04 
2.99 318.17 
311.92 3.92 
792.07 816.92 
Subtract 215 from 385 
Add by touch addition at the right of the 
machine the minuend (385). 
2. Using the small figures less l, depress the 
keys for the subtrahend (215). 
3. Depress the small cyphers to the left of the 
columns used for the subtrahend. 
4. The dials show 170. 
Subtraction and Addition 
Compute the difference of each part of the following prpblems, 
then add the differences. 
(2) 496 - 326 
558 - 48 
478 - 289 
872~ - 437 
743 - 624 
Total 
---
(3) 878 - 392 
457 - 212 
627 - 325 
825 - 321 
695 ... 399 
Total 
---
122 
BURROUGHS CALCULATOR 
(4) 398 - 284 
582 - 261 
684 - 325 
782 - 651 
780 - 748 
Total 
Lesson X Continued 
( 5) 545 - 134 
746 - 29 
802 - 85 
643 - 159 
9563 - 283 
Total 
Since there are no small 9's on the calculator keyboard, no 
keys are operated in the columns in which 9's occur. 
Nines for which no keys are to be operated are indicated in 
the following examples by the letter x. 
549 5409 
-393 (small 3x2) -360 (small 35x) 
Vfuen 9 is the left-hand figure of the subtrahend, do not 
depress a small cypher in that column. 
9369 6181 
-9103 (small xl02) 
-999 (small xx8) 
( 6) 589 - 170 
9892 - 909 
35790 - 690 
924 - 709 
876 ... 150 
Total 
(8) 6143 - 420 
214 - 30 
4192 - 150 
640 - 928 
8241 - 97 
( 7) 6457 - 360 
8453 ... 497 
7253 - 3210 
6143 .. 470 
213 .. 20 
Total 
123 
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Lesson X Continued 
EXTRA-CREDIT WORK 
Addition, Multiplication, Subtraction 
Compute the gross earnings of each employee, net earnings 
employee, and tbe total gross earnings, total deductions, 
to~al ne~ earnings. 
HOURS RATE GROSS PAYROLL NET 
EMPLOYEE NO. WORKED PER HOUR EARNINGS DEDUCTIONS WAGE 
122 40 $1.25 $6.40 
per 
and 
123 39 1.30 -- fi.50 --
124 40 1.19 5.10 
125 40 1~24 6.20 
126 40 .98 3.24 
127 35 1.40 7.21 
128 40 .89 2.24 
129 38 1.04 5.21 
130 39 1.15 5.22 
131 40 1.12 5.26 
Totals 
124 
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Debit and Credit Balances Lesson XI 
In adding and subtracting amounts in the same group, either a 
debit or credit balance may result. 
When the total of debits (added amounts) is greater than the 
total of credits (subtracted amounts), the answer will be a 
debit (positive) balance. 
When the total of credits (subtracted amounts) is greater than 
tbe total of debits (added amounts), tbe answer will be a 
credit (negative) balance. Nines automatically show at the 
left when the total of subtracted amounts is greater than the 
added amounts. 
(1) 51 
-96 
-14 
38 
-32 
r-
1 
I 
Example: 
Solution: 
Answer: 
-63 
76 
-75 
58 
-14 
1. 
2. 
3. 
4. 
5. 
25 
-73 
33 
-21 
Add 25 into the machine. 
Subtract 73 (small 72). 
Add 33. 
Subtract 21 (small 20). 
The dials show 999999964. 
(a) This is called a negative 
total and indicates a 
credit balance. (b) To find the true credit, 
hold small 63 (one less 
than 64) in tbe columns 
directly over the dials in 
which the number is shown 
and operate twice. 
36 credit 
68 74 
-24 -89 
-38 72 
14 
-99 
·24 -10 
I 
125 
126 
,, 
!i 
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IJ Lesson XI Continued 
I. 
:I (2) 4.85 5.23 3.46 8.12 
II -6.23 -6.89 -6.84 -9.46 
II 
3.84 -2.24 2.08 -5.69 
-9.24 8.72 -7.17 -4.19 
I' -1.23 -9.24 -3.24 8.64 
II .f I I 
II (3) 94.64 88.42 24.39 12.34 
-82.24 -78.32 ... 53.24 
-25.36 
-42.89 -14.29 14.89 
-14.86 
32.40 11.89 -43.25 9.25 
- 9.73 -32.24 -13.89 -13.25 
I .f .f 
1 
In the type of problem which follows (Debit, Credit, 
Balance), proceed in the following manner. 
1 . ~ Add the first Debit into the machine. 
2. Subtract the first Credit. 
3. Record the Balance. 
4. Add the second Debit to the Balance in the machine. 
5. Subtract tbe second Credit. 
6. Record the Balance. 
7. Continue until the final Balance is obtained. 
(4) Debit Credit Balance 
899·.40 248.32 
624.39 589.71 
318.24 124.31 
212.34 192.32 
824.78 498.28 
I 
I 
I 
I 
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Lesson XI Continued 
Find the balance of the following customer accounts. Apply 
your knowledge of debits and credits. 
( 5) T. L. 'White 
Date Explanation 
19xx 
Feb. 3 
4 
5 
7 
9 
10 
15 
16 
28 
Sale #24 
Sale # 38 
Return 
Sale #52 
Sale #61 
Allowance 
Cash 
Sale # 100 
Cash 
Debit 
34.50 
45.30 
39.95 
45.00 
25.95 
Credit 
2.95 
5.00 
75.00 
39.95 
Balance 
I (6) A. B. Black 
li 
I 
Date 
19xx 
Feb. 3 
5 
7 
9 
10 
11 
16 
28 
Explanation 
Sale # 27 
Sale #46 
Allowance 
Cash 
Sale #89 
Return 
Sale #103 
Cash 
Debit 
54.32 
76.24 
89.21 
201.25 
Credit 
9.50 
54.32 
9.00 
100.00 
Balance 
127 
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II 
I' 
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Lesson XII 
il 
i 
II 
I! 
I 
I 
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I! 
iJ I. 
Review of Addition and Subtraction 
{1) 78 
-92 
-32 
48 
-24 
. 98 
-28 
36 
-42 
56 
72 
-43 
32 
-78 
84 
-36 
18 
-74 
-18 
83 
84 
-32 
12 
... 93 
24 
Simple division is done on the machine by the repeated 
process of subtraction of the divisor from the dividend. 
Example: 72 ~ 12 
Solution: 1. Start at the left of the machine and add the 
dividend {72) into the machine. 
2. In the dials, place a decimal point at the 
right of the dividend {072). Move it one place 
to the left for each whole number in the 
divisor {12)--in this case, 2 places. The 
dials now show 0.72. 
3. Place the first and second fingers over the 
small 11 {divisor 12 less 1) in tbe rows 
directly above the dials reading 72. · 
4. Depress small 11 once. The dial reading is 
1.60. 
Depress small 11 once more. The dial reading 
is 2.48. 
Depress it again. The dials read 3.36. 
Depress it again. The dials read 4.24. 
Depress it again. The dials read 5.12. 
Depress it again. The dials read 6.00. 
Answer: 6 
( 2) 91 ~ 13 
84 't 12 
92 1' 23 
85 't 17 
98 ~ 14 
Total 
(3) 99 't 11 
78 't 13 
84 't 14 
84 ~ 21 
75 1' 25 
Total 
I 
II 
128 
d 
II 
I 
I 
I 
I 
!t ( 4) 
I 
85 
76 
69 
90 
88 
1' 17 
1' 19 
1' 23 
1' 15 
1' 22 
BURROUGHS CALCULATOR 
Lesson XII Continued 
{5) 96 1' 12 
72 1' 24 
63 't 21 
80 1' 16 
95 't 19 
Total Total 
I If there are more than two digits in the dividend, reduce 
1
1 the first two digits, move to the right, and reduce the rest 
· of the dividend. 
I, 
I 
I 
I 
I 
I 
II 
I 
I 
·I 
I 
i 
I 
Example: 121 
Solution: 1. 
2. 
3. 
4. 
5. 
6. 
Answer: 11 
{6) 144 1' 12 
196 1' 14 
864 .. 12 . 
176 1' 16 
880 'I' 16 
Total 
11 
Add 121 at the left of the machine. 
Point off in the dividend (121) for the two 
whole numbers in the divisor {11). 
Hold small 10 (11 less 1) in the rows directly 
over 12. 
Depress small 10 once. The dial reading is 
10.11. 
Move the divisor (10) one place to the right 
so that it is directly over the 11. 
Depress small 10 again. The dials show 
11.00000000. 
(7) 325 1' 13 
312 1' 24 
275 1' 25 
793 1' 13 
483 1' 21 
Total 
{8) 3276 'I' 14 
2610 .. 18 . 
1722 1' 14 
850 17 --1' 
528 1' 44 
Total 
129 
I 
\I 
II 
~~-­
'1 
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II 
Lesson XII Continued 
'I Addition and Subtrac::~-CREDIT WORK 
I 
(1) Complete tbe following Bank Statement: 
Date Checks Listed Date Deposits 
in order of payment 
Balance 1/:31 1,82:3~14 
2/2 :3.20 25.89 6.24 2/2 :356.92 
2/3 8.95 
2/7 256.11 
2/8 16.92 :38.72 48.25 
2/9 289~42 
2/10 23.58 9.24 58.62 2/10 482.31 
2/14 3.25 1.64 50.00 
2/21 583 -'71 
2/23 92.31 8.71 3.25 
2/28 15.00 64.82 12.91 2/28 :345.89 
New Balance 
{2) 374 ~ 34 (3) 273 ~ 13 
609 .. 29 588 .. 14 . . . 
266 ~ 19 396 ~ :33 
782 1' 23 820 1' 41 
588 .. 28 8:36 ~ 38 . 
Total Total 
130 
-~=====~-=-===--=-,========-~=-==~-~===================--=-=-==~~~·========~=~-~==~=== 
BURROUGHS CALCULATOR 
Stroke-Wheel Division Lesson XIII 
Review: Add horizontally and vertically: 
( 1) 1.14 1.67 5.66 4.56 9.08 
6.52 9.78 8.78 7.89 3.45 
4.56 8.65 5.06 7.08 9.78 
6.78 4.56 8.99 3.21 1.76 
1.56 5.68 4.51 4.12 2.34 
1.34 9.87 6.54 9.78 9.65 
.;. .;. .;. - .;. -
(2) 288 1' 12 (3) 336 1' 16 
~72 1' 12 403 1' 13 
308 1' 14 448 1' 14 
375 1' 15 663 1' 13 
Total Total 
Stroke-Wheel Division 
In dividing by the stroke-wheel method, there are three steps 
to be followed: 
1. Equal the stroke wheel. The stroke 
wheel is the figure on the dial just 
to the left of the divisor. 
2. Reduce the remainder to a number less 
than the divisor. 
3. Move one place to the right and repeat 
1 and 2. 
Example: 2475 "' 45 
Solution: 1. Put 2475 into the machine at the left of the 
machine. 
2. Place the decimal pointer. Move the decimal 
pointer one dial to the left for each whole 
number in the divisor . 
3. Hold small 44 (45 less 1) at the extreme left 
of the keyboard. 
4. If the divisor is not contained in the 
dividend figur es directly be l ow it move one 
column to the right to inclu~e another 
dividend figure. If it is co nta ined, subtract 
131 
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Lesson XIII Continued 
until it is no longer contained, then move 
to the right. Therefore move one place to 
the right since 45 is not contained in 24. 
5. Equal the stroke wheel. The stroke wheel 
is 2 so depress small 44 twice. In so do-
ing, the stroke wheel changes to 3, so 
strike the keys again. It changes to 4 so 
strike it again. You now have depressed smal 
44, 4 times and the stroke wheel is 4. You 
have equaled the stroke wheel. The dial 
reading is now 046.75. 
6. Reduce 45 (hold small 44) into 67. Depress 
it once. The dial reading is 052.25. 
7. Move your fingers one place to the right. 
8. Equal the stroke wheel (2). It changes to 
3 so depress small 44 again. Dial reading 
is 053.90. 
9. Reduce 45 (hold small 44) into 90. Dial 
reading is 055. 
Answer: 55 
( 4) 7659 ... 23 (5) 13728 .,. 39 . 
3496 .,. 92 42570 't 45 
2132 'I' 26 1750 .,. 14 
4698 't 87 59232 't 48 
4410 'I' 35 3159 .,. 81 
Total Total 
(6) 3081 1' 39 (7) 89856 't 144 
51282 1' 66 299172 .,. 321 
23622 1' 62 17625 1' 235 
15732 .,. 92 87368, 1' 134 31857 't 37 61236 .,. 108 
--
Total Total 
132 
I 
II 
I 
I! ( 1) 
II 
II 
II 
II 
170766 't :318 
126153 't 321 
22320 't 120 
40922 't 79 
251413 't 64:3 
Total 
! _______ _ 
BURROUGHS CALCULATOR 
Lesson XIII Continued 
EXTRA-CREDIT WORK 
(2) 50176 't 98 
25317 't 291 
26523 't 421 
9522 't 18 
231012 't 713 
Total 
133 
BURROUGHS CALCULATOR 
·I Division of Decimals Lesson XIV 
,I 
I 
I 
Review: 
(1) Cross foot the lines. Add the columns. The sum of the 
line totals must equal the sum of the column totals. 
36 23 36 75 86 
83 32 83 85 46 
56 25 84 72 28 
84 19 19 93 75 
45 76 80 14 59 - -
38 58 52 . 40 64 
67 41 29 19 47 
43 29 73 44 28 
32 81 27 22 79 
27 39 75 19 51 
.J .J .;. .;. 
(2) 84.24 32.24 48.22 
- 6.31 -12.11 -12.10 
{3) 7.65 X 21.5 (4) 3186 't 59 
8.32 X 6.92 13459 't 43 
.125 X 3.24 42704 't 17 
735.8 4.32 4303 13 --X 't 
Total Total 
Pointing off in Division 
1. Always point off before dividing. 
2. Enter the dividend on the large figures at the 
extreme left of the machine. 
3. Place the decimal in its original position in the 
dividend. 
4. Point off one dial to the left for each whole number 
in the divisor. 
5. Point off one dial to the right for each preceding 
0 in the divisor. 
6. Yf there are nei t her whole numbers nor predading 
O's in the divisor , the point remains in i t s 
original dividend position. 
134 
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Lesson XIV Continued 
IN ALL DIVISION PROBLEMS, CARRY THE DECIMAL TO THREE PLACES 
AND ROUND TO TWO. 
(5) 127.44 ~ 
15.912-=-
604.90 't' 
363.58 't' 
4169.88 't' 
(7) 1036.36 't' 
16.907 't' 
474.89 't 
114.56 i' 
218.26 i' 
(1) .23403 
716.86 
18.28 
150.8 
18.76 
2.28 (6) 79646 't' .073 
6.12 43732 't' 5.8 
5.26 953.7 't' .0011 
259.7 4457.4 't' .51 
534.6 2483.2 .32 ---'t' 
Total Total 
--
726 ( 8) 56.92 't' 2.121 
68.3 370.249 't' .723 
42.8 8234.21 i' 1.29 
14.52 5.6234 't' .089 
1.4 623.89 
-=-
.89 
Total Total 
EXTRA-CREDIT WORK 
't' .0582 (2) 276.10 't' 18.6 
't' 4.75 .94319 ... 4.82 
't' .45 
-=-
42 
-=-
1.3 
Total 
--
(3) 168.285 
8465.6 
163.44 
816.62 
965.58 
't' 73.2 
-=- 4.32 
1' 4.54 
1' 34.75 
't' 12.54 
Total 
15.893 't' 6.23 
53.7362 't' 2.81 
486.34 1' .061 
Total 
135 
136 
---r---
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BURROUGHS CALCULATOR 
Multiplication over a ~ Fixed Decimal Point Lesson XIJ 
The use of the Fixed Decimal Point method of multiplication 
eliminates the necessity for pointing off after multiplying 
fractional amounts. 
Multiplication over a fixed decimal point is used exten-
sively in checking invoices. 
Problem: 
Solution: 1. 
2. 
4. 
6 X $1.25 
25 X 1.10 
6.5 X 2.15 
21.2 X 2.50 
Place a decimal pointer between the fifth and 
sixth columns from the right (between the 
light and dark keys) to be used as a fixed 
decimal point. 
Always hold the price in the correct relation 
to the fixed decimal point. 
If there are no fractions in the quantity or 
decimals multiply from right to left. 
(a) Hold 1.25 and multiply by 6 (dial 
reading 7.50000). 
(b) Hold 1.10 and multiply right to 
left 5-2 (dial reading 35.00000). 
When the quantity consists of whole numbers 
and decimals or fractions, place the fingers 
on the price in the units position; then 
move one column to the left for tens, two 
columns for hundreds, etc. Multiply from 
left to right. 
(a) Hold 2.15 and multiply left to right 
by 6-5 (dial reading is 48.97500). 
(b) Hold 2.50. Move fingers one place 
to left and multiply left to right 
by 2-1-2 (dial reading is 
101.97500). 
Answer: $101.98 
I 
_1_= 
II 
II 
I 
I 
II 
BURROUGHS CALCULATOR 
Lesson XV Continued 
Accumulate the following over a fixed decimal point. 
( 1) 6 @ $ 2~72 (2) ~82 @ $ 3.82 
9.2 @ 81~32 7~29 @ ~32 
22 @ . 3.89 34~1 @ 21.82 
28.3 @ 2.82 .823 @ 2.31 
3.212 @ 1.98 2 @ .234 
(3) 5 @ $ .75 (4) 417~22 @$ .82 535 @ ~33 203.9 @ ~54 
253.8 r-·, IS .775 22 @ .32 22 . @ 1.89 9 @ 4.64 
.89 @ 3.82 13.2 @ 1.19 
Change the fractions to decimals and then multiply over a 
fixed decimal point. 
(5) 3 1/2 doz. @ $ .58 
96 1/4 doz. @ .16 1/2 
62 1/8 doz~ @ 1.82 
24 3/5 doz. @ ~92 
22 3/4 doz. @ .39 
---
(6) 2 1/4 yds~ @ $3.82 
5 yds. @ .69 
72 yds~ @ 3.01 
3/4 yds~ @ .72 
7/12yds. @ 3.25 
---
137 
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\1 BURROUGHS CALCULATOR 
\I Lesson XV Continued 
\1 In the following invoices multiply the price by tbe quantity 
1 to find tbe extension on each of the items. Accululate tbe 
I 
extensions over a fixed decimal point to find the total of 
eacb. · 
I 
I Order No: 
I 
II 
li 
231 
A, .B C SUPPLY COMPANY 
1214 E. 16th Street 
New York, New York 
Parker and Sons 
72 West Cedar Street 
Quincy, Massachusetts 
February 15, 19xx 
Invoice No. 33 
1-------------------------------
: Date Quantity Items Amount Extension Total 
-
I 
~2/~l~S~--TT----~~~~~~~----~~~----------------14 reams mimeograph $1.62 
1 
paper 
10 reams typewriting 
II II 
1: 
paper 1.57 
5 boxes carbon paper 1~29 
3 cans mimeograph ink 1.69 
12 typewriting erasers .12 
1-----------------------------------------------
II 
I 
r 
\I 
II 
BURROUGHS CALCULATOR 
MultipLication of Articles Priced by the 
100 1 lOOO, and Hundredweight Lesson XVI 
Review: 
Figure the following problems by acculation method over a 
fixed decimal: 
(1) 14 doz. @ $3.12 a doz. 
35 1/2 doz. @ · .82 1/2 a doz. 
19 1/4 doz. @ .64 a doz. 
15 doz. @ .92 a doz. 
19 3/8 doz. @ .17 a doz. 
(2) 12 7/8 doz. @ $8.09 a doz. 
3 1/4 doz. @ 2.31 a doz. 
4 1/2 doz. @ 9.21 a doz. 
5 doz. @ .• 92 a doz. 
2 1/2 doz. @ .08 a doz. 
The multiplication of articles priced by 100 1 1000 1 and hundredweight should be made over the fixed decimal point 
to save time in pointing off. 
C after a price means "price per hundred." 
cwt. after a price means "price per hundredweight." 
M after a price means "price per thousand." 
Pointing off two places in the quantity divides by 100; 
pointing off three places in the quantity divided by 1000. 
Example: 7921 pieces @ $12.50 per C becomes 79.21 x 12.50 
Solution: Ho l d the price 12.50 in its relation to the fixed 
decimal point. Move one place to the left and 
multiply left to right by 7-9-2-1. 
Answer: $990.13 
Example: 6821 pieces @ $12.50 per M becomes 6.821 x 12.50 
Solution: Hold the price 12.50 in its relation to the fixed 
decimal point. Multiply left to right by 6-8-2-1. 
Answer: $85.26 
I 
BURROUGHS CALCULATOR 
Lesson XVI continued 
Extend the following over the fixed decimal point. Show 
each extension and to~al of all; then extend again, allowing 
the extensions to accumulate for proof. Copy answers in 
dollars and cents only. 
(3) 4321 @ $ 2.89 c 
389 @ 12.32 M ---
68 @ 9.21 c 
~24 @ 10. 24 cw·'Z"t:-. - -
(5) 3822 @ $ 
991 @ 
7282 @ 
829 @ 
(7)24324 @ $ 
1281 @ 
982 @ 
191 @ 
Total 
---
2.34 cwt. 
.89 c 
3.24 M 
.34 c ---
---
Total 
• 84 M 
7.24 M ---
· 2.-31 c --
12.82 M 
---
Total 
(4) 621 @ $ 3.91 M 
(6) 
( 8) 
4821 @ 12.32 c ---
921 @ 9.32 cwt. 
2349 @ .25 c 
---
Total 
---
2389 @ $ 14.89 M ---
684 @ 7.24 c ---
89 @ 2.01 c 
24 @ 3.24 c ---
724 @ 
389 @ 
2982 @ 
489 @ 
---
Total 
$ 3.24 
75.60 
15.72 
2.89 
---
cwt • c __ _ 
M 
c---
Total 
---
t--
1 
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Lesson XVI Continued 
EXTRA-CREDIT WORK 
Extend the following over . the fixed decimal point. Show 
each extension ' and the total of all; then extend again, 
allowing the extensions to accumulate for proof. 
QUANTITY DESCRIPT ION PRICE AMOUNT 
l642 articles $38.42 M 
824 articles 5.24 c 
8232 articles 72.32 M 981 articles 9.24 c 
-98 articles 3.24 c 
734 articles 32.82 M 
3824 articles 9.84 M 
15 doz. articles 3.84 doz. 
834 articles 9.24 c 
92 articles 
.24 c 
Total 
141 
142 
---=-~~~================-=-=-=-=-========================================~======= 
'I 
I 
I 
BURROUGHS CALCULATOR 
Discount Net Amount Lesson XVII 
(1} Extend t he following over the fixed decimal point. 
Show each extension and the total of all; then extend 
again, allowing the extension to accumulate for proof. 
QUANTITY DESCRIPTION PRICE AMOUNT 
8232 articles $4.89 M 
924 articles 3.24 c 
92 articles .89 c 
48 doz. articles 3.24 doz. 
1042 articles 2.89 
Total 
The Amount of Discount 
The amount of discount is found by multiplying the gross 
amount by the discount per cent. The operation may be 
performed as a simple multiplication over a fixed decimal 
point or if the gross amount is on the dials, the stroke 
wheel method may be used. 
(2) 25% of $ 629.00 (3) 12% of $ 924.32 
14% of 824.00 5% of 1028.00 
13% of 1632.00 27% of 1923.92 
32% of 832.00 84% of 425.82 
62% of 589.24 29% of 873.24 
Total Total 
(4) 14% of $73.2.81 
2 l/2%of 641.92 
8% of 824.81 
13% of 624.38 
26% of 92.31 
Total 
The Net Amount 
1
11 
The net amount is the amount remaining after a discount or 
discounts have been deducted. A short cut for figuring the 
net amount is to multiply the gross amount by the net per 
=--___J ----
BURROUGHS CALCULATOR 
Lesson XVII Continued 
cent ·(100 per cent-discount per cent). 
Example: 12 articles @ $2.50 less 25%. 
Solutiqn: 1. Begin at the extreme right of the. machine and 
move the decimal pointer one dial to the left 
for each decimal place in all factors. 
(4--2 ih 2.50 and 2 in .25) 
2o Multiply 12 x 250. Dial reading is .3000. 
3. Hold 25 (the discount rate) on the small 
figures, not less 1, so that the small 5 is 
over the ' three (the first figure of the gross 
amount) in the dials. Multiply from left to 
right--in this problem by 3 only. 
Answer: $22.,50 
Discount rates are. held as they are written decimally • 
• 25--hold small 25 
.04--hold small 04 
.10--hold small 1 and count only one 
decimal place 
Find the net amount of each of the· following: 
{5) 62 articles @ $2.23 less 22% 
?5 articles @ 1.24 less 13% 
22 articles @ 2.13 less 5% 25 articles @ 3.24 less 20%. --
19 articles @ 10.32 less 1?% 
(6) 126 articles @ $3.50 less 3% 
221 articles @ 2.39 less 11% 
?4 articles @ ?.21 less 9% 
211 articles @ 5.92 less 8% 324 articles @ 4.81 less 12% 
14.3 
I 
L 
BURROUGHS CALCULATOR 
Lesson XVII Continued 
( 7) 73 articles @ $4.62 less 9% 
24 articles @ 7.21 less 13% 
36 articles @ 8.21 less 1% 
65 articles @ 7.29 less 24% 
29 articles @ 2.34 less 20% 
EXTRA-CREDIT WORK 
Extend and foot the following and find the net amount. 
(1) 
(2) 
16 
298 
14 
29 
389 
29 
324 
164 
2384 
32 
articles @ $ .24 
articles @ 1.89 c 
articles @ .32 
articles @ .34 
articles @ 2.32 c 
articles @ $ 
articles @ 
articles @ 
articles @ 
articles @ 
Total 
Less 15% 
Net Amount 
.34 
1.89 c 
2.34 c 
10.24 M 
.19 
Total 
Less 18% 
Net Amount 
144 
BURROUGHS CALCULATOR 
Chain Discounts Lesson XVIII 
(1) Add 
94 842 2489 
36 389 3634 
84 224 5435 
19 324 6382 
39 832 3421 
48 848 8321 
64 959 4531 
35 945 2343 
48 135 6462 
24 515 1369 I I 
Multiply (2) 
r 
24.32 .X 84.24 
2.8 X 3.4 .X 3.92 
2 1/2 .X 8 7/8 
8 l/3 
(3) Divide 
X 2 1/2 X 3 1/4 
Total 
(Round all answers to three decimal places) 
68.375 
395.082 
168.285 
8.462 
t' 1.25 
't 64.7 
ot836 
't .076 
Total 
---
---
The Net Amount-~Ghain Discount 
, 
After finding the net amount for one discount, the net 
amount for each additional disco~t may be found in the 
same way. 
Example: 15 articles @ .62 each less 15, 10, 5 percent. 
Solution: 1 .. 
2., 
Point off seven dials from right of machine. 
At the right of the machine multiply 15 x 
62. Dials show .0000930 
Hold s mall 15 and perform stroke wheel 
145 
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BURROUGHS CALCULATOR 
Lesson XVIII Continued 
multiplication. Dials show .0079050 
4. Hold small 1 and perform stroke wheel 
multiplication. Dials show .0711450 
5. Hold small 05 and perform stroke wheel 
multiplication. Dials show 6.7587750 
Answer: $6.76 
Find the Net Amount in the Following Problems: 
(4) 34 @ $1.25 each less 25, 10% 
45 @ 2.32 each less 35, 15% --
49 @ 3.82 each less 15,10, 2% 
73 @ 7.82 each less 25, 5, 5% 
84 @ 3.24 each less 30, 6, 4% --
Total 
(5) 124 @ $1.25 each less 15, 10, 5% 
98 @ 2.34 each less 16, 8, 3% 
76 @ 5.82 eacb less 24, 13, 5% 
35 @ 4.23 eacb less 17, 12% 
21 @ 7.09 each less 15, 10, 5% 
--
Total 
(6) 12 @ $3.42 each less 20, 10, ~ 63 @ 2.49 each less 35, 5, 2 () 
125 @ 1.19 each less 60, 10% 
76 @ 4.32 each less 45; 9, 3% 
61 @ 5.12 each less 50, 5% 
Total 
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Lesson XVIII Continued 
EXTRA-CREDIT WORK 
Extend and foot tbe following and find the net amount. ( 1 ) 
16 ar t icles @ $ 4~35 each 
319 articles @ 12~89 c 
1226 articles @ 14 ~ 24 M 
43 articles @ .25 c 
84 Articles @ .35 each 
Total 
Less 25, 15, 
Net Amount 5% 
(2) 13 articles @ $ 7.89 each 
3921 articles @ 16 ~ 24 M 
693 articles @ 13.82 c 
345 articles @ 4~41 c 
1389 articles @ 6~82 c-. 
89 articles @ .32 e a ch 
Total 
Less 42; 17, 2% 
Net Amount 
--
BURROUGHS CALCULATOR 
Review Lesson XIX 
Cross foot the lines. Add the columns. The sum of the line 
totals must equal the sum of the column totals. 
( 1) 33 78 34 54 59 43 
34 64 85 78 65 94 
33 6:3 64 24 96 42 
43 84 74 81 97 32 
:33 95 62 82 31 62 
32 84 48 14 31 14 
23 6:3 79 46 72 97 
44 14 83 25 72 92 
'45 52 12 36 35 23 
53 32 23 76 37 23 1- .;. .;. .J .J _, 
( 2) The following example is continuous addition. · The 
first total is the total of the first colurnn,·the second 
total is that of the first _and second ~olumns, etc. 
24.32 83.47 :34~81 48~24 89.24 
8.42 65.87 27~38 13;23 8~32 
46.34 28~54 42~51 82~45 24~51 
43.24 15.10 38.62 9.~4 6~84 
81~72 8~38 9~82 a~65 92~54 
9.43 6.36 9.82 8~65 92~54 
77.34 3~65 ~93 28~03 84~59 
56~27 43~45 82~43 7.82 6.84 
76.53 4.86 38.26 6.24 25.8·1 
2.88 43.36 83.76 8.97 '..4.87 
(.3) 426 X 945 (4) 19288 't 82 
746 X 834 50102 1' 94 
367 X 976 5922 1' 14 
594 X 323 462198 1' 47 
2375 X 81 139978 1' 17 
Tot,a1 Total 
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BURROUGHS CALCULATOR 
Lesson XIX Continued 
(5) 858.24 
9.3432 
72.834 
5.862 
83.241 
"' 62~3 
1' 2.01 
1' 82~1 
1' 1.25 
1' 3.84 
Total 
Extend tbe following items and find the total value of 
the following inventory. 
STOCK NO. AMOUNT ON HAND COST PER BOX AMOUNT 
324 489 boxes $1~25 
325 1384 3~84 
332 924 6~82 
342 2382 7 ~ .81 
350 832 9~02 
353 645 8~34 
354 582 12.81 
361 824 7.25 
362 2132 9~81 
36, 932 101.24 
Total 
--, 
II 
I 
I 
,I ,, 
ll 
!( 
II jl 
I 
i 
I, 
II 
.II 
1: 
I 
II 
(1) 
(2) 
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Lesson XIX Continued I I 
EXTRA-CREDIT WORK I 
Find the cost of each one and the total cost. 
78 bolts~ 48 yds. each; @ $ .72 a yd~ 
34 bolts, 32 yds. each; @ .78 a yd~ . 
84 bolts, 18 yds~ each~ @ .82 a yd. 
35 bolts, 82 yds. each~ @ .43 a yd~ 
86 bolts; 14 yds~ each; @ .54 a yd~ 
73 bolts~ :35 yds~ each~ @ ~6:3 a yd~ 
63 bolts; 19 yds. each; @ .48 a yd. 
49 bolts; :32 yds~ each; @ ~64 a yd~ 
25 bolts, 12 yds. each, @ .89 a yd. 31 bolts, 11 yds. each, @ 1.02 a yd. 
Total 
Extend the following over the fixed decimal point. 
Show each extension and the total of all; then extend 
I again, allowing the extensions to accumulate for proof. 
II QUANTITY DESCRIPTION PRICE AMOUNT 
I 1642 articles $:38.42 M I 32 doz. articles ~89 doz. 
I 492 articles 4~81 c 
15 doz. articles ~32 doz. I 824 articles 8.24 c 
I Total 
i 
I 
I 
11 
I 
I 
I 
li 
I 
I' 
ji 
II 
I 
II 
!I Review 
BURROUGHS CALCULATOR 
Lesson XX 
li (1) Fin~ the balance of the four following accounts and 
11 prepare the Abstract of Accounts Receivable. 
I I T. B. Aborn 
I 
1 Date 
1 19xx 
June 2 
4 
7 
8 
9 
10 
I 15 
I 29 
I T. A. Coombs 
Date 
19xx 
' June 3 
I 4 
6 
8 
15 
16 
29 
Explanation 
Sale #24 
Sale #34 
Return 
Sale # 53 
Sale # 57 
Cash 
Sale #84 
cash 
Explanation 
Sale #28 
Sale #35 
Allowance 
Sale #54 
Cash 
Sale #90 
cash 
Debit 
42~81 
82.34 
9.82 
12.32 
3.98 
Debit 
42~33 
34.82 
92.32 
93.56 
Credit Balance 
4.25 
56.00 
10.00 
Credit 
5.00 
100.00 
75.00 
Balance 
I 
,, 
II 
,, 
I 
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i A. c. Eaton 
I 
I Date 
'I 19xx 
I June 
,I 
1 
4 
10 
12 
13 
19 
29 
I 
II ~~ P. A. Fields 
: Date 
I 19xx 
II; June 1 
I 5 
I 10 
II 14 
II 15 
II 19 
II 28 
I 
II 
II 
II 
II 
BURROUGHS CALCULATOR 
Lesson XX Continued 
Explanation Debit Credit Balance 
Balance 72.79 
Sale #38 6.24 
cash 79.03 
Sale #68 57.64 
Return 9.3~ 
Sale #102 8~82 
Cash ! • if 55.00 
Explanation Debit Credit Balance 
Balance 124.38 Sale #41 58~24 
Sale #58 9.82 
Allowance 3~34 
cash 58.24 Sale #111 52.81 
Cash 25.00 
ABSTRACT OF ACCOUNTS RECEIVABLE 
T. B. Aborn 
T. A. Coombs 
A. C~ Eaton 
P. A. Fields 
Total 
---
II 
II 
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Lesson XX Continued 
I 
1: ( 2) Payr<?ll 
I! Work~an' s Total 
Number M T W T F S Hours Rate Deductions _Net Wage 
I 32 
32 · a 7 8 9 3 4 $1.24 $6.82 
33 8 7 6 3 4 4 1~36 5.93 
34 8 8 8 8 8 - 1.42 6~48 
35 5 6 5 7 6 3 1~08 5~82 
36 8 8 8 6 6 4 1~16 5~16 
37 4 4 5 4 7 2 ~99 3~32 
38 4 4 4 4 4 1 ~89 2~89 
39 5 8 8 8 8 - 1~01 4.32 
40 87888- 1.14 5.02 
41 878743 1.29 6.01 
Totals 
(3) Bank Statement 
Checks listed 
. I Date in order of Payment Date Deposit Balance 
li XX Balance 2/28 $4,824.11 
I 
3/1 42.32 6.82 5.31 
I 3/2 242.89 3/4 89.32 1.98 102.82 
3/8 226.82 3~5 382~89 3.84 3 8 724.84 
3/12 49.31 8.24 
3/17 324.84 
3/24 
3/19 482.34 
589.72 69.32 3.92 
3/26 82.93 9.48 2.25 
3/29 583.91 
153 
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Lesson XX Continued 
EXTRA-CREDIT WORK 
Extend the following invoices over the fixed decimal point. · 
Show each extension and the total of all; then extend again, 
allowing the extensions to accumulate for proof. Find the Net Amount. 
( 1 ) QUANTITY DESCRIPTION PRICE AMOUNT 
642 articles $ 6~92 c 9232 articles 14.34 M 824 articles . • 34 each 94 articles 9~64 c 34 articles 
.42 each 
Total 
Less 25% 
Net Amount 
I (2 > 123 articles $ 2.32 c 89 
II 
I 
r 
64 
324 
83 
articles 
articles 
articles 
articles 
.29 each 
.32 each 
14.83 M 
4.53 c 
Total 
Less 15, 10,5% 
Net Amount 
II 
I' 
II 
I 
I 
II 
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TEN-KEY ADDING ~~CHINE 
1 Use the touch method for operating this machine. Study the 
h picture below for. proper fingering. 
index finger thumb middle finger ring finger 
Depress the keys for the figures in each series of numbers in 
the same order that they would be written on paper. 
ADDITIONAL DIRECTIONS FOR PREPARING LESSONS 
ON THE TEN-KEY ADDING MACHINE 
II 
II 
il l. Do not tear off the tape at the end of each problem. 
I 
,2. 
I 3. 
Number each problem on the tape next to the final answer. 
Attach the tape for the lesson with the answer sheet and 
turn both in at the end of the class period. 
4. Always clear the machine before listing each problem. · The 
machine is easily cleared by depressing the motor bar or 
add key. On your machine it is marked "total." 
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TEN-filiY ADDING 1~CHINE 
Lesson I 
I 
List and total the following problems. Do each problem twice 
to receive more practice in the correct fingering. 
(1) 147 (a) 
741 
147 {b) 
741 
147 
741 
(c) 
(d) 
(e) 
(f) 
I use index or first finger 
( 2) 147 ( 3) 
lr 
741 
141 
I 414 
171 
717 
i Use the second finger 
I 258 ( 6) 
II (5) 852 
258 
852 
I 
258 
852 
i! 
II 
!i 
Clear the machine by depressing the 
total key. 
Place the index finger on key 4, your 
II middle finger on key 5, and your ring finger on the key 6. These are home II keys. 
I Use your index finger and put 147 in 
the machine and then depress the total 
key or add key. l1 
Put 741 in the machine and then depress 
the add key. 
Continue in the same manner until all 
numbers have been added. 
To total depress the motor bar twice 
after the last amount has been put in 
the machine. 
147 
741 
471 
174 
417 
741 
258 
852 
252 
525 
858 
558 
{4) 471 
{7) 
447 
414 
'717 
474 
171 
258 
852 
525 
855 
852 
528 II II 
II 
!I 
II 
r 
156 
/ 
I 
Use 
( 8) 
I 
the third finger 
369 
963 
369 
963 
369 
963 
TEN-KEY ADDING MACHINE 
Lesson I 
(9) 369 
963 
639 
369 
963 
396 
(10) 663 
693 
963 
369 
639 
936 
I Use a1~hree fingers 
I 
1 (11} 
I 
' (14) 
(17) 
(20) 
I 
(23) 
123 
321 
123 
321 
123 
321 
456 
654 
456 
654 
456 
654 
789 
987 
788 
987 
789 
987 
159 
951 
159 
951 
159 
951 
-
123 
456 
789 
987 
654 
321 
(12) 
(15) 
(18) 
( 21) 
(24) 
132 
231 
312 
321 
331 
232 
456 
654 
564 
546 
456 
654 
-
789 
987 
798 
897 
978 
879 
357 
753 
357 
753 
357 
753 
147 
258 
963 
741 
852 
963 
(13) 
(16) 
(19) 
(22) 
(25) 
123 
213 
231 
321 
213 
233 
465 
564 
645 
466 
546 
654 
879 
897 
789 
978 
778 
799 
195 
519 
915 
537 
357 
753 
15.3 
486 
759 
426 
483 
129 
' II 
Continued T 
I 
I 
I 
157 
li 
II 
I 
I 
I 
I Add the 
11 them. I, 
ij 147 
,
1 
741 
I 258 
li 852 
I 
I 
,I 
II 
:I 
,, 
I 
II 
' I 
I 
369 
963 
123 
321 
456 
654 
789 
987 
TEN-KEY ADDING MACHINE il 
I 
I Lesson I Continued ! 
EXTRA-CREDIT WORK 
columns across and down. Prove your answers by adding 
213 159 
546 951 
897 753 
978 357 
645 183 
312 179 
123 381 
147 546 
963 597 
195 483 
357 283 
846 281 
I :f I 
'753 
845 
812 
743 
159 
753 
483 
789 
632 
782 
953 
456 
I 
182 
236 
454 
983 
762 
843 
753 
198 
175 
183 
134 
156 
I 
I 
II 
158 
159 
TEN-KEY ADDING MACHINE 
Lesson II 
Review Practice 
(1) 123 ( 2) 147 ( 3) 741 (4) 174 (5) 456 
456 258 852 285 123 
789 369 963 396 789 
147 753 654 7].4 789 
258 159 321 825 564 
369 951 987 936 23~ 
The zero is controlled by the thumb 
( 6) 101 (7) 707 (8) 202 ( 9) 104 (10) 605 
202 808 505 704 150 
303 909 808 205 980 
404 101 303 508 305 
505 404 606 306 • 363 
606 707 909 609 404 
(11) 25 (12) 20 (13) 3,056 (14) 1,075 (15) 21 
731 1,097 1,098 10 3,578 
703 309 781 819 306 
78 101 176 3,097 169 
95 3 307 169 3,112 
5 1,380 1,901 91 360 
43 3,000 7 59 6,091 
734 307 672 2,569 .. 701 
209 35 709 333 1,075 
783 1 28 10 :l. 76 
lJ 
,, 
il 
T TEN-KEY ADDING MACHINE 
Lesson II Continued 
(16) Find the total sales for each month, the total sales 
for each department, and the year's sales. 
Departments 
Month A B C D Total 
January $ 342.57 $ 288.89 $ 221.23 $ 700.00 
February 487.92 342.87 142.23 824.31 
March 273.89 420.91 232.12 483.21 
April 232.78 322.89 389.42 244.92 
May 127.42 592.23 400.98 423.13 
June 189.72 627.84 198.42 203.98 
July 220.13 798.42 293.42 298.73 
August 289.78 403.08 142.39 332.98 
September 342.23 331.27 330.71 438.72 
October 289.87 392.94 440.42 527.32 
November 400.01 287.23 536 .• 82 589.34 
December 392.42 389.24 221.98 642.22 
Total 
EXTRA-CF~DIT WORK 
Find the total sales of each department by adding the columns 
down. Find the total sales for each day by adding the columns 
across. Prove your answers by adding .the total amounts across 
and down. The ,answers should be the same. 
"' ~< 
WEEKLY SALES SUMMARY 
Departments 
I II III IV v Totals 
Monday 69.32 87.32 69.33 83.93 88.31 
Tuesday 73.85 72.41 83.41 83.49 129.32 
Wednesday 93.72 75.24 79.82 79.89 109.34 
Thursday 69.33 69.21 90.24 94.28 99.32 
Friday 100.29 79.83 83.74 96.01 92.50 
Saturday 72.49 91.31 83.90 90.62 91.29 
160 
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I 
ISubtotal Key 
I 
I 
TEN-KEY ADDING ~MCHINE 
Lesson III 
!The subtotal key is used when it is desired to have a 
! list of figures without losing the cumulative total. 
total of a 
il 
1
1
1 
Locate the subtotal key on the machine and operate it 
i index finger. 
'I Strike a subtotal wherever the letter S appears in the 
I 
with the , 
:f'oregoinJ 
I' , problems. · 
I 
!1 < 1> 
'I 
I 
I 
I 
I 
I 
j ( 2) 
i! II 
I 
I 
II 
I: il 
il 
II I· 
11 
:I 
l1 
:I 
1: 
~-
II 
I! 
II 
147 
258 
363 
123 
s 
321 
654 
987 
970 
35 
.. 107 
s 
. 25 
123 
. 88 
1,234 
s 
25 
i37 
810 
59 
10 
s 
731 
36 
84 
209 
781 
89 
s 
901 
15 
61 
789 
305 
810 
(3) 23 
1,801 
309 
610 
{a) 
(b) 
(c) 
{d) 
(e) 
{f) 
458 
s 
7,890 
803 
607 
17 
19 
123 
456 
82 
93 
s 
17 
107 
34 
s 
48 
56 
123 
982 
1,034 
s 
458 
72 
Clear the machine. 
Add in the machine 147, 258, 363, 
123. 
Depress the motor bar. 
Depress the subtotal key. 
Add in the machine 321, 654, 987. 
Total in the usual manner. 
{4) 309 {5) 10 ( 6) 5,689 
137 3 101 
53 306 469 
s 7,890 28 
802 s 672 
937 34 s 
82 56 3,145 
1,020 80 245 
4,084 458 5,689 
s 87 324 
987 605 s 
33 s 105 
64 15 672 
923 901 28 
9;032 82 310 
s 76 107 
802 53 s 
93 35 82 
83 s 98 
44 209 102 
102 145 901 
783. 13 s 
123 195 15 
923 16 61 
846 s 432 
43 810 873 
2,067 175 645 
483 53 132 
! 
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TEN-KEY ADDING MACHINE 
Lesson III Continued 
(7} 
lj ( 8} 
Add the totals of problems 2-6 
Cumulative Sales Report 
Following is a daily sales report of the departments in 
your store. The subtotals required include all the sales 
accumulated up to that point. Complete the report, taking , 
totals and sub-totals where indicated. 
Cumulative Sales Report for February, 19xx 
Departments 
February A B c D E total 
I 1 f. '· ,:· · 75.00 84.76 79.32 83.02 92.50 
2 82.00 90.32 97.41 84.13 75.63 
3 73.75 91.34 83.01 85.24 80.32 
4 76.84 92.43 85.63 86.76 90.07 
5 84.49 90.78 86.24 83.01 76.42 
Subtotal 
I 7 78.32 89.12 92.34 76.82 52.36 
I I 64.48 73.15 90.33 83.44 78.41 82.93 102.44 101.32 89.33 84.32 l·~)'i>~- 94.76 83.14 83.71 76.52 98.78 
'll 96.24 68.98 87.29 83.81 72.44 ~-- -2._ 74.32 74.14 79.21 94.56 83.76 
su-..t~i;;al 
, ~:- 1-
14 85.76 88.32 92.02 76.02 101.24 
15 . ' i<: 84.14 . 89.78 91.14 56.32 98.74 
16 92.·:~,2 87.34 78 24 102.98 89.34 
. . .•, 
1:7 101.~ 101.41 84.19 84.32 78.21 
18 ..;, ·84.34 9E3'.34 78.02 85.63 83.98 
19 .:;. 94'~49 89.45 83.71 90.33 57.02 
Subtotal 
~-
·~~-
.;:;. 
;,;._ 
"'-:-,_. 
' 
~ !~ ). ( 
! 
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II II 
l1 
II 
II 
Lesson III Continued 'II 
Cumulative Sales Report for February, 19xx {Continued) ! 
i 
I II February 
I 21 
' 22 
I 
23 
: 24 
il 25 
li 26 
1 Subtotal 
I 
A B 
89.76 78.32 
76.32 87.14 
98.42 98.48 
68.38 .78.93 
84.33 84.10 
82.23 72.31 
Departments 
c D E 
79·.43 80.66 62.32 
83.01 81.52 98.76 
93.42 98.76 82.72 
89.73 72.34 83.84 
78.43 84•42 84.72 
87.56 98.76 98.01 
I 28 79.24 84.29 98.76 101.42 97.36 
l 
Total 
.I EXTRA-CREDIT WORK 
II 
II 
~6'· $ 78.32 225.00 75.82 
I j• 105.83 7.50 63.21 
I ~~. 98.72 3.50 15.75 
! 
5.00 18.76 4.83 
8.00 25.00 3.75 
I ~ 7.50 564.82 8.17 
'II: 10.00 93.76 125.00 
100.00 125.00 98.73 
~ 278.75 97.82 4.50 
79.50 64.83 4.00 
84.95 94.50 17.83 
95.56 '702.50 100.00 
86.24 84.00 98.76 
98.56 100.00 15.75 
78.76 95.00 24.86 
5.00 25.00 19.33 
I 
.so 5.00 7.98 
I 9.00 2.50 19.20 
II 
.86 3.00 20.00 
Total 
I 
I 
I 
I 
II 
total 
I 
II 
I 
I 
I 
I 
I 
I I 
I 
,, 
I! ,, 
II 
i 
I 
I 
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I 
! Subtraction 
TEN-KEY ADDING MACHINE 
Lesson IV 
Locate the subtract key on the machine and operate it with 
the little finger. 
Example: 324-211 
(1) Clear the machine. 
(2) Add the minuend 324 in the machine. 
(3) Put the subtrahand 211 in the machine and 
depress Subtract key. 
(4) Depress the motor bar. 
I 
I 
(5) Answer is 113 
I ( 1) 892 384 783 892 
-634 -125 -643 -134 
I - I 
ji ( 2) 234 642 856 734 
II 
- 19 -345 -254 -123 
.;. I 
I ( 3) 590 860 934 874 
-124 -134 -673 -314 
I .;. -
(4) 634 943 345 645 
-212 -124 - 19 -123 
I I .;. 
(5) 129.64 389.75 934.17 734.24 
- 63.78 -128.63 -624.09 -519.86 
I 
.;. f I 
I ( 6) 834.44 384.56 729.34 945.43 
-234.69 -109.53 -532.09 -203.10 I f I I 
164 
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Lesson IV Continued 
and Subtraction 
I Add all the numbers that are not marked and subtract all 
I those that are followed by a minus sign. 
I < 1 > 24.36 102.24 84.24 49.32 
I 14.19- 19.63 57.38 18.19-
I 
18.72 5.48 14.38- 57.87 
25.75- 25.86- 14.92 48.24-
56.75 14.87- 17.56- 36.36 
16.95 19.36 18.23- 16.93-
.;. I .;. 
I < 8) 102.82 112.68 32.76 402.86 98.74 34.76- 12.48- 44.64-
116.43- 10.34- 9.63- 13.63-
86.65 48.65 14.86 92.46-
14.32- 13.82 7.24- 5.25 
7.39- 17.02- .98- 25.63 
f .;. .;. 
I 
I 
I 
(9) Find the total deductions for each employee 
salary for each. Total each column of figures. 
and the net 
I 
I 
I Workman's 
' number 
651 
652 
653 
654 
655 
656 
657 
658 
659 
660 
' Total 
jl -~-
Gross 
Salary 
72.50 
68.32 
69.44 
59.32 
45.50 
60.32 
72.40 
69.73 
80.24 
50.49 
PAY ROLL RECORD 
Social 
Security 
.73 
.68 
.69 
.59 
.46 
.so 
.72 
.70 
.so 
.so 
-
Income 
Tax 
8 .32 
7.20 
7.21 
6.32 
5.46 
7.00 
8.32 
8.32 
9.21 
6.21 
Total Ne i 
Insurance Deduc-Salar 
1 
Loans tiona 
7.25 
== I 
165 
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TEN-KEY ADDING MACHINE 
Lesson IV Continued 
EXTRA-CREDIT WORK 
'! Answer the following questions based on the daily 
flisted below: 
I 
1j ( 1) Total sales for week for 
I 
II d 
if 
I 
I 
II 
I! 
Department A_......._ __ _ 
B c--'-----
n.-----
E:-----F~----All departments _____ __ 
il ( 2) Total daily sales Monday ------Tuesday Wednesd_a_y _____ _ 
Thursday ____ _ I I 
II 
II 
!1 (3) 
I 
I 
I 
I 
I 
I 
Friday -----Total 
-----
How much more did department A sell than 
B:-----c. ____ _ 
· n :e:·-----
:F ____ _ 
I 
I Daily Cash Receipts for the Week Ending 
I 
1 Department 
I 
!I 
1., 
I 
li 
II 
II 
II 
II II 
!I 
!I ~ 
A 74.32 
B 64.31 
c 68.72 
D 69.42 
E 50.63 
F 49.44 
64.39 27.89 44.32 94.32 
50.32 30.42 35.70 54.60 
35.70 37.34 33.80 48.24 
36.90 16.82 31.60 35.78 
54.76 27.32 34.82 54.84 
55.70 43.52 14.64 62.37 
II 
I 
,j 
!I 
'I 
II 
I 
]I 
I 
I 
166 
I 
I TEN-KEY ADDING MACHINE I 
II 
I Lesson V 
Addition 2 Subtraction 2 Subtotals 
I < 1) 
I 
I 
I 
II 
I, 
I 
I 
I ( 5) 
I 
I ( 6) 
I 
I 
I 
I 
I' ,, 
II 
I 
i 
I 
I 
536.01 ( 2) 1864.31 (3) 723.86 (4) 10:38.:34 
682.37 432.82 42.86- 109.32 
53.87 364.91- 93.'74 203.87 
43.82- 86.34 624.38 s 
64.01 96.37 75.86- 87.63-
749.86 s 8.32 92.35-
s 623.84- 1001.89 3.16-
536.24 96.34 167.23 107.48 
2.33 3.21- s 209.32 
54.38 8.64- 8.32- 84.67-
18.64- 923.67 7.56- s 
1.95 62.34 24.42 2063.64 
347.89 8.36 19.43- 802.94 
83.34- 9.44 203.86 93.61-
101.57 s s 87.64-
s 52.60 104.33 424.33 
1.12 12.30- 2093.76 64.24 
23.93 64.50- 801.34 1.19-
3424.76 9.73 48.31 21.13-
8.90- 102.56 64.93 24.16-
32.60- s s 18.44-
4.43- 8.32 53.93 18.44-
100.67 10.45 408.76 124.36 
18.68 162.43 82.32 s 
s 99.33 6.32- 38.42 
3.24 4.25- 1.18- 24.48 
32.86- 3.67- .90- 16.43 
200.63 5.83 3.14 18.31 
Total the answers of problems 1-4 
Find the correct amount for each blank in the following 
statement. Remember the Balance Sheet formula A-L = P. 
167 
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II 
I 
I 
I 
I 
II 
II 
I 
1: 
! 
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I 
Lesson V Continued 
A. T. Parker 
I Balance Sheet, February 28, 19xx 
[current Assets 
Cash 
Notes Receivable 
Interest Receivable 
Accounts Receivable 
Less Reserve for Bad Debts 
Merchandise Inventory 
Total Current Assets 
1
1 Deferred Charges 
Office Supplies 
Store Supplies 
Total Deferred Charges 
!Fixed Assets 
1
1 Office Equipment 
I 
Less Reserve for Dep. 
Store Equipment 
I 
Less Reserve for Dep. 
Delivery Equipment 
Less , Reserve for Dep. 
Total Fixed Assets 
Total As~ets 
$1934.48 
184.76 
$ 650.00 
96.63 
725.00 
125.85 
1025.00 
485.00 
Liabilities 
/ Current Liabilities 
I 
Notes Payable 
Interest Payable 
Accounts Payable 
Total Liabilities 
A. T. Parker, Cap. 
Proprietorship 
Total Liabilities & Proprietorship 
$6283.45 
2000.00 
24.36 
$ 
1234.86 
98.78 
102.82 
$ 675.00 
3.25 
1872.33 
II 
I 
II 
I 
I 
'I 
I 
I 
II 
II 
,I 
! 
I 
168 
66.29 
321.33 
341.82 
61.48. 
97.43 
120.84 
56.38 
57.42 
89.33 
120.19 
s 
31.95 
423.18 
84.46 
871 ~43 
59.92 
1.12 
4}1.09 
98.33 
97.31 
91.02 
s 
TEN~KEY ADDING V~CHINE 
EXTRA~CREDIT WORK 
331.81 
902.13 
7.82 
61.65 
92.42 
211.03 
57.42 
89 .• 23 . 
300.02 
79.93 
s 
27-43 
441.28 
293.01 
38.17 
9 .. 29 
32.14 
169.33 
103.92 
41.99 
41.01 
s 
71.33 
51.92 
434.22 
89.16 
48.42 
97 .43 ~;: 
421.38 
96.03 
201.73 
46.54 
T 
Lesson V. Continued 
___ s 
·---s 
__ ---:S 
___ s 
____ s 
___ s 
___ s 
s 
----s 
___ s 
___ T 
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!Review Practice 
I 
11 < 1> 123 824 
Ill 456 346 678 821 
'I 321 349 
1 654 624 
l 876 809 159 712 
I 951 832 
I 
I II 
11 < 2> ,. 
I 
I 
I < 3) 
I 
753 912 
357 101 
-f -,~ 
423.24 
16.82-
124.32-
18.64 
9.32-
f 
TEN-KEY ADDING MACHINE 
654 
136 
447 
583 
612 
734 
101 
307 
951 
632 
-f 
532.18 
644.09 
386.24-
98.76-
125.43 
.j 
876 
363 
942 
109 
372 
634 
712 
456 
834 
124 
432 
745 
632 
137 
934 
812 
938 
148 
563 
384 
-f 
163.18 
- 98.62 
124.86 
98.72 
76.82-
102.4'6 
94.02-
Lesson VI 
i 
I 
'I 
I 
,I 
:I 
II 
II 
il 
I 
! 
i 
I 
I 
II 
/1 Find the total deductions for each employee and the net 
11 salary for each. Total each column of figures. 
Insurance I 
Pay Roll Record 
1 
Workman's Gross Social Income 
11 Number Salary Security Tax 
I 
710 
711 
712 
713 
714 
715 
II 
716 
717 
Lm 
J [ tal 
I 
\! 
I 
I 
58.76 
65.32 
69.42 
59.87 
63.93 
61.09 
64.24 
55.75 
60.00 
71.82 
.59 .. 
.65 
.69 
.so 
.64 
• 61 
.64 
.56 
.eo 
.72 
6.31 
7.22 
7.56 
6.34 
7.00 
7.00 
7.02 
6.12 
7.00 
8.01 
.35 
.35 
.35 
.35 
.35 
.35 
.35 
.35 
.35 
.35 
Loans 
- - -
- - -7.25 
- - -8.00 
7.50 
- - -12.00 
- - -
- - -
I 
I 
Total Net I 
Deduc-Sa1ary 1 
tiona · 
__ , 
-----1 
- I 
--I 
-- I 
- :1 
I 
I 
I 
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Lesson VI Continued 
EXTRA-CREDIT WORK 
(1) 38.64 83.24 48.61 
12.01- 99.34 32.78-
68.93 6.34- 17.82 
53.'72- 7.24- 9~83 
81.24 24.98- 15.75 
91.34 42.67 6.32-
.J .J 
Pay Roll Record 
Add the Federal tax to the Social Security tax to find the 
total tax deduction. Subtract the total tax deduction from the 
gross earnings to secure the net wages. Total all money 
columns. 
Total Federal Social Total Net 
Number Earnings Tax Security Tax Wage 
1064 64.75 6.48 • 65 
1065 55.86 5.59 .56 
1066 52.33 5.23 .52 
1067 49.81 4.98 .50 
1068 73.42 7.34 .73 
1069 38.93 3.89 .39 
1070 74.82 7.48 .75 
1071 51.86 5.19 .52 
1072 62.60 6.26 • 63 
1073 58.42 5.84 .58 
Totals 
171 
I 
II 
,I 
II Review Practice 
j! ( 1) 
! 
I 
I, 
I 
$432.62 
13.14 
193.18 
17.24 
124.86 
,t 
$586.86 
246.82 
101.77 
83.94 
82.13 
s 
TEN-KEY ADDING MACHINE 
Lesson VII 
$189.76 $ 89.76 $ 89.24 
234.46 124.93 102.43 
832.94 94.86 667.81 
123.65 2.86 93.56 
245.89 18.49 256.83 
,t ,t $ 
$482.93 $783.45 $102.93 
203.14 251.53 68.72 
218.63 93.48 9.32 
224.03 102.53 243.87 
83.93 90.64 83.42 
s s $ 
I 
Balance the following Bank Statement. All checks are sub-
tracted and deposits added to the previous balance. 
,I 
11 Balance List Statement 
/
!Date Chec·ks Listed in order Date Deposit 
of payment 
New 
Balance 
i ----------------------~--~~~~~---------
1 .Tan. 31 $8275.75 
I
' Balance List Ste. tement 
Il
l Feb.
4 
-z2 Feb. 2 
v $ 33.29 $86.00 $ 263.50 
460.00 285.20 39.20 
I' 5 
I 
II 
II 
1: 
IJ 
6 
7 
9 
10 
11 
12 
13 
14 
12.60 
6.21 
3.12 
6. 65 
======;-=~~L_============== 
2.60 
9.23 
9.17 
9.23 
3.86 
6.70 
25.60 
7.85 
Feb. 5 
6 
18.30 
39.20 
Feb. 10 
Feb. 11 
76.00 
2.85 
Feb. 14 
160.30 
326.30 
73.86 
286.60 
293.33 
I I 
)I 
II 
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I 
II 
jl Feb. 16 
Feb. 17 
Lesson VIT Continued 
Feb. 16 $485.60 
$300.00 $265 . 11 $3 65 . 50 
Feb. 18 19.30 16. 53 6.00 
I Feb. 19 
Feb. 20 
13.00 8.60 18.50 
Feb. 20 193.24 
Feb. 21 Feb. 21 265.09 
Feb. 23 6.60 23.60 48.00 
Feb. 24 
IJ Feb. 25 
Feb. 26 
Feb. 27 
Feb. 28 
9.20 3.40 2.00 
Feb. 25 220.00 
6.85 2.95 3. 60 
2.85 26.00 75.00 
3.85 19.32 15.40 
i 
II 
II 
EXTRA-CREDIT WORK 
Balance the following Bank Statement 
i Date Checks listed in order Date Deposit New 
I 
of payment Balance 
Balance List Statement Mar. 31 $3,429.73 II 
j
1 
Apr. 1 . Apr. 1 486.92 
1
1 Apr • . 4 $14.67 $4.32 $19.34 
· Apr. 5 2.50 Apr. 5 223.86 
Apr. 6 13.67 18.19 24.36 
Apr. 7 Apr. 7 832.93 
1 Apr. 8 96.75 102.67 2.44 
Apr. 11 45.67 
Apr. 12 Apr. 12 124.35 
1 
Apr. 13 16.34 19.32 125.86 I Apr. 14 Apr. 14 98.76 
1Apr. 15 102.86 25.00 
IApr. 18 7.93 2.86 3.12 l(pr. 19 24.53 14.91 16.34 Apr. 19 102.36 
Apr . 20 75.86 94.32 1.25 
IApr. 21 89.76 
Apr. 22 1.50 8.72 Apr. 22 486.93 
Apr. 25 15.86 
Apr. 26 19.44 8.61 
Apr. 27 Apr. 27 321.92 
II Apr. 28 41.86 2.86 4.63 Apr. 29 3.45 18.41 15.60 Apr. 29 486.01 
II 
I 
I 
I 
I 
.I 
TEN-KEY ADDING MACHINE 
Lesson VIII 
Total the £ollowing quarterly sales report. Find the 
total sales for each month, the total sales £or each department ! 
and the total sales for the quarter. 
1 
Department 
A 
B 
c 
D 
E 
F 
G 
H 
I 
J 
K 
L 
The A. B. c. Department Store 
Quarterly Report 
October 
$13,084 
7,349 
6,587 
35,201 
39,090 
546 
6,872 
4,364 
25,876 
November 
$13,254 
7,801 
6,099 
35,678 
31,000 
606 
6,290 
4,441 
26,901 
34,563 
9,444 
December 
$25,490 
8,225 
7,643 
36,376 
34,268 
764 
6,542 
4,311 
27,200 
35,870 
9,540 
I, 
I 
Total 
I
J M 
I N 
0 
33,287 
9,031 
22,311 
19,823 
543 
9,700 
7,327 
23,211 
20,824 
322 
9,209 
8,432 
24,000 
21,824 
430 
11,745 
9,276 I Totai 
II Addl tion & Subtraction. 
I 
' 
I 
I 
II 
Accounts Receivable L.edger 
l~ny firms use the balance £orm ledger account for records 
with charge customers. In this form of account it is necessary ! 
to find a balance after each transaction. Customers accounts 
(accounts receivable) have debit balances. Therefore, all 
debit entries are added and credit entries are subtracted. In 
the .following customer ledger accounts determine the balance 
after each transaction. 
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Lesson VIII Continued 
A. T. Adams 
Date Explanation Debit Credit Balance 
19xx 
April 1 Balance 624.36 
4 Sale # 100 83.75 
5 Return 4.50 
6 Sale # 110 67.82 
8 Sale # 125 102.43 
9 Sale # 132 83.01 
12 Cash 624.86 
20 Sale # 190 34.86 
25 Cash 250.00 
29 Sale #225 45.50 
G. Brown 
Date Explanation Debit Credit Balance 
19x:x: 
April 4 Sale # 104 102.93 
7 Sale # 119 86.34 
15 Cash 102.93 
16 Sale # 150 402.85 
20 Sale # 182 81.94 
23 Sale # 194 13.68 
25 Allowance 15.82 
29 Cash 500.00 
A. Carter 
Date Explanation Debit Credit Balance 
l9xx 
April 1 Balance 842.14 
7 Sale #112 92.86 
8 Cash 842.14 
11 Sale #140 53.86 
19 Sale #170 14.24 
20 Sale #184 82.90 
23 Cash 93.86 
26 Sale #200 102.86 
29 Cash 53.86 
I 
II 
TEN-KEY ADDING MACHINE 
Lesson VIII Continued 
T. Downs 
Date Explanation Debit Credit Balance 
19xx 
April 1 Sale # 84 86.42 
7 Sale # 114 53.86 
8 Allowance 4.32 
16 Sale # 160 109.81 
19 Sale # 174 200.83 
20 Returns 200.83 
28 Cash 200.00 
An Abstract of Accounts Receivable is a list of customers 
and the balance due from each. 
Prepare an Abstract of Accounts Receivable by filling in 
the correct balances in the following and taking a total. 
A. T. Adams 
G. Brown 
A. Carter 
T. Downs 
Total 
EXTRA-CREDIT WORK 
Determine (1) Net sales for each clerk (total cash sales ~ 
charge sales ~ c. o. D. sales - total returns) and (2) Total 
Net Sales. Check by cross totals. 
Cash Charge C.O.D. 
I Clark No. Sales Sales Sales Returns Net Sales 
1 83.47 23.15 14.54 
2 98.72 14.36 38.41 
3 102.82 13~81 19.56 
4 48.72 12.93 46.86 
5 93.84 . 16.14 54.42 
6 76.32 95.86 92.81 
7 69.14 12.89 86.42 
8 74.86 14.87 77.52 
I 
9 82.49 74.83 82.10 
10 73.15 68.24 91.18 
I 
ji Totals 
1\ 
7.89 
6.43 
5.86 
4.14 
5.26 
8.34 
9.18 
3.14 
14.76 
5.24 
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Lesson IX 
Find the total weekly oil deliveries for each of the following 
trucks, the daily totals and the total deliveries during the 
week. 
(1) Day Truck A B c D 
Monday 570 gal. 180 889 1081 
Tuesday 890 1054 694 990 
Wednesday 671 1088 376 1050 
Thursday 781 590 676 1794 
Friday 1001 601 210 545 
Saturday 830 840 540 807 
1 
Totals __ _ 
I 
I 
(2) In lesson 8 you figured the balances of customer accounts. 
The following are creditor accounts or accounts payable. 
Accounts payable have credit balances therefore you will add ' 
all credits and subtract the debits. In the following creditor1 
accounts determine the balance after each transaction and fill 
in the balances in the Abstract of Accounts Receivable and find 
its total. . 
c. w. EaSjOn 
Date Explanation Debit Credit Balance 
19xx 
NJJ:J.y 1 Balance 118.33 
2 Invoice # 842 286.54 
5 Invoice # 956 842.14 
10 Return 86.54 
12 Allowance 3.16 
14 Cash 234.86 
19 Invoice # 1092 341.63 
24 Return 52.60 
27 Invoice #2021 586.24 
30 Cash 1042.15 
177 
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Lesson IX Continued 
A. B. Foster 
Date Explanation Debit Credit Balance 
19xx 
May 1 Balance 118.33 
5 Invoice ·# 44 624.82 
10 Invoice # 95 124.86 
14 Cash 749.68 
16 Invoice # 112 82.46 
25 Return 2.50 
27 Allowance 3.86 
30 Cash 50.00 
31 Invoice # 114 48.67 
w. Good 
Date Explanation Debit Credit Balance 
19xx 
May 1 Balance 463.82 
9 Invoice #53 432.89 
13 Invoice # 68 261.02 
18 Cash 275.00 
24 Invoice #83 102.15 
30 Return 2.89 
31 Cash 250.00 
H. Hill 
Date Explanation Debit Credit Balance 
19xx 
May l Balance 932.87 
4 Invoice # 63 42.86 
6 Invoice # 73 38.76 
9 Cash 932.37 
13 Invoice # 86 12.34 
17 Return 12.34 
20 Allowance 4.86 
24 Invoice # 89 45.86 
30 Cash 42.86 
31 Invoice # 90 12.45 
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Lesson IX Continued 
o. Jordan 
Date Explanation Debit Credit Balance 
19xx 
Nlay 1 Balance 108.75 
15 Invoice # 14 82.98 
19 Return 5.50 
24 Invoice # 63 19.63 
26 Cash 108.73 
31 Invoice # 75 25.21 
Abstract of Accounts Payable 
c. w. Eagon 
B. Foster 
w. Good 
H. Hill 
c. Jordan 
Total 
EXTRA-CP..EDIT WORK 
Cross foot the lines by addition and subtraction. Add the 
columns. The sum of the line totals must equal the sum of the 
column totals. 
Items 
Total Total 
Salesman 22 24 26 28 Discounts Sales 
13 386.45 10.64 102.86 109.11 12.32 
24 109.83 64.86 98.'72 95.82 6.42 
36 98.'73 12.43 56.82 83.42 3.12 
42 83.14 15.42 5.62 24.43 4.48 
50 104.34 17.24 82.61 9.24 5.17 
54 112.12 29.34 73.81 112.17 6.62 
68 190.02 45.81 94.12 92.10 7.93 ' 
70 84.13 62.10 108.11 84.44 8.14 
73 67.33 73.02 98.17 73.02 5.10 
60 49.22 4.82 14.48 89.11 4.14 
Totals 
I 
~ 
I 
1/ 
II 
I 
---II 
TEN-KEY ADDING :MACHINE 
Lesson X 
Review: 
The following table is a record of the sales of fifteen 
chain stores. Find the total sales of each store for the week 
and the total amount of each days sale. 
I ( 1) Daily Sales by Stores 
1 Store Monday Tuesday Wednesday Thursday Friday Saturday Total 
i 
I 
I 
1 123.44 424.86 525.28 862.98 489.24 923.87 
2 353.87 532.91 611.02 782.34 542.85 748.28 
:3 489.62 434.66 724.11 9:34.82 875.23 8:34.42 
4 532.82 512.62 593.83 843.82 870.88 789.80 
5 481.'71 488.01 504.14 8:34.91 450.39 7:39.27 
6 248.45 334.12 514.86 468.73 562.:39 831. '78 
7 298.63 448.72 683.14 '714.32 453.21 724.98 
8 386.42 902.54 864.76 843.97 987.45 694.78 
9 489.64 501.63 624.14 481.91 989.91 999.98 
10 501.63 782.14 753.72 693.53 598.28 978.49 
11 622.04 528.38 6:34.14 514.31 670.35 670.35 
12 701.86 629.43 714.93 739.14 978.49 598.28 
13 824.90 779.63 833.43 814.76 594.'78 542.85 
14 611.71 811.93 544.72 586.43 724.08 987.54 
15 714.16 824.34 831.91 801.24 8:31.71 978.13 
( 2) Cumulative Sales Report 
Complete the report taking totals and subtotals where 
indicated. 
June 
1 
2 
3 
Subtotal 
55. 6'7 
54.86 
24.86 
6 ~63=-.-=8,....,6 
7 64.14 
8 43.10 
9 6'7. 83 
10 98.07 
Subtotal 
---
June 19x.x. 
Departments 
90.86 
84.13 
91.92 
54.86 
63.14 
78.13 
19.14 
99.14 
84.14 
94.87 
98.01 
34.86 
6'7.04 
74.34 
86.32 
92.54 
Total 
Subtotal 
180 
I 
r 
Subtotal II 
=========== ~===== 
I 
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Lesson X Continued 
Cumulative Sales Report Con't 
Complete the report taking totals and subtotals where indicated. 
June 19xx. 
Departments 
June 
13 14.83 83.52 58.42 
14 29.32 71.86 49.64 
15 80.40 45.76 63.02 
16 60.14 92.08 73.84 
17 90.87 58.02 86.09 
Subtotal Subtotal 
20 45.75 78.~2 m;.s~ 
21 16.98 35.82 74.87 
22 27.84 91.81 83.42 
23 75.86 70.02 102.84 
24 14.14 60.33 64.87 
Subtotal Subtotal 
27 27.98 4'7.88 84.44 
28 14.14 66.14 78.32 
29 83.52 77.84 66.43 
30 68.44 98.62 44.87 
Total Total 
(3) Find the total Deductions for each employee and the net 
salary for each. Total each money column. 
Pay Roll Record 
Workman's Gross Social Income Total Net 
Number Salary Security Tax Insurance Deductions Salary 
601 80.42 .80 9.56 .75 
602 60.53 .61 7.11 .75 
603 62.82 • 63 7.14 .75 
604 63.44 .63 7.17 .75 
605 61.82 • 62 7.00 • '"15 
606 72.81 .73 8.14 • '"15 
607 75.25 .75 8.13 .75 
608 65.56 .66 7.14 .75 
609 66.92 .67 7.92 .75 
610 59.32 .59 5.94 .75 
Totals 
------
TEN-EEY ADDING .. MACHINE " 
Lesson X Continued 
EXTRA-CREDIT WORK 
Balance the following Bank Statement. All checks are 
subtracted and deposits added to the previous balance. 
Date 
May 1 
2 
3 
4 
5 
8 
9 
10 
11 
12 
15 
16 
17 
18 
19 
23 
24 
25 
26 
27 
30 
31 
Checks listed in 
order of payment 
Balance 
2.50 8.16 
4.38 16.82 
16.24 
78.24 19.32 
14.38 
25.68 29.34 
69.44 
125.18 2.50 
89.76 
486.84 25.92 
16.84 3.86 
2.50 39.75 
18.24 52.13 
9.32 
17.43 
63.12 
4.11 
Date 
Apr. 30 
May 1 
May 4 
May 5 
May 9 
May 12 
May 17 
May 23 
May 26 
May 27 
:May 31 
$6,824.18 
391.98 
289.73 
382.14 
289.44 
124.56 
386.44 
124.76 
136.82 
289.34 
92.15 
New Balance 
182 
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FULL-BOARD ADDING MACHINE 
The full keyboard adding machine is used mostly for adding 
figures, listing the figures being added. This list is used to 
check against the original figures to make sure you have added 
the correct figures. 
The machine is made up of nine rows or banks of numbers 
from 1 to 9. 
At the back of the machine is a platen similar to the 
platen on a typewriter. A roll of paper is furnished, on which 
the figures are printed but any piece of paper could be used. 
By merely depressing the keys bearing the amount you wish to 
add, and pulling toward you the crank at the right of the 
machine and releasing it, you have added the amount. To get a 
total, pull the crank toward you and release it. Then depress 
the key marked "total" at the left of the machine, and while 
holding it down pull the crank toward you again. Release the 
crank and the key. The total is printed on the tape with an 
asterisk aside it. The machine is also cleared. 
Directly above the total key is the subtotal key. The 
subtotal key is used to print the total without clearing the 
dials. 
There are two other keys on your machine. The non-add 
key prevents the machine from adding the amount put into the 
machine. The non-print key adds the amount into the machine 
but prevents it from printing it. 
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FULL BOARD ADDING NACHINE 
Continued 
ADDITIONAL DIRECTIONS FOR PREPARING LESSONS ON 
THE FULL KEYBOARD ADDING N~CHINE 
1. Do not tear off the tape at the end of each problem. 
2. Number each problem on the tape next to the final answer. 
3. When your lesson is completed copy your answers to the 
answer sheet. Attach your machine tape problems to your 
answer sheet before handing it in. 
4. Always clear the machine before listing a problem. 
To clear the machine pull the crank at the right of 
the machine toward you as far as it will go and then 
release it. Depress the key marked total and pull the 
handle again toward you. Then release both the key 
and the handle. A small star "*" or a capital "T" 
will appear. This is a clear signal and should always 
appear on the tape before you add each problem. 
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Lesson I 
List and Total the following problems: 
(1) .23 
.13 
.24· 
.35 
• 56 
.89 
• 13 
.12 
.67 
.68 
(2) .07 
.20 
• 60 
.86 
4. 60 
.14 
2.02 
6.80 
5.06 
9.90 
(3) .09 
.53 
4.55 
.58 
566.78 
34.08 
.97 
3467.24 
873.24 
.77 
{a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
Clear the machine. 
Depress simultaneously 2 (first finger) 
and 3 (second finger) on extreme right of 
keyboard. 
Operate handle • 
Depress simultaneously 1 and 3. 
Operate handle • 
Proceed until end of column, using the 
first and second fingers simultaneously. 
Take a total by pulling the operating 
crank toward you and releasing it. 
Depress the total key and pull the crank 
toward you again. 
FINGERS TO USE 
2nd 
1st 
1st 
1st and 2nd 
1st and 2nd 
1st and 2nd 
1st and 2nd 
1st and 2nd 
1st and 2nd 
1st and 2nd 
2nd 
1st and 2nd 
1st {4), 1st and 2nd {55) 
1st and 2nd 
1st (5), 1st and 2nd {66), 1st and 2nd {78) 
1st and 2nd (34), 2nd (8) 
1st and 2nd 
1st and 2nd (34) 1st and 2nd {67), 1st and 2nd 
(24) 
1st (8), 1st and 2nd (73), 1st and 2nd (24) 
1st and 2nd 
185 
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Lesson I Continued 
(4) 46 (5) 78 ( 6) 24 (7) 6.45 ( 8) 434.34 
56 45 99 8.03 657.17 
89 89 80 3.24 29.35 
35 56 35 .78 2.34 
67 67 57 4.80 406.09 
78 24 78 5.34 8.06 
23 66 34 9.83 197.70 
99 68 68 .89 524.14 
68 45 45 3.65 66.12 
45 89 68 2.18 87.98 
(9) 198.71 (10) 47.82 (11) 753.29 (12) 378.47 
48.24 107.64 3.02 711.00 
218.75 526.48 43.82 123.84 
862.16 410.76 79.24 79.23 
108.88 426.68 753.29 834.43 
464.32 87.54 10.09 1002.79 
80.35 834.32 54.64 35.83 
84.24 4.29 982.82 506.09 
68.24 68.84 76.24 178.09 
973.07 32.84 932.83 66.66 
(13) Add the answers of problema 9-12. 
(14) Find the total sales of each department by adding the 
columns down. Find the total sales for each day by 
adding the columns across. Prove your answers by adding 
the total amounts across and down. The answers should 
be the same. 
/Daz .2!. ~ SALES SUMMARY Dept. A Dept. B Dept. c Dept. D Total 
Monday 103.74 243.84 114.83 583.42 
Tuesday 142.82 224.76 123.44 434.83 
Wednesday 201.33 219.24 168.25 421.24 
Thursday 198.74 198.76 139.83 398.23 
Friday 176.82 187.49 142.43 439.21 
Saturday 243.24 276.83 198.72 564.98 
Totals 
186 
FULL-BOARD ADDING MACHINE 
Lesson I Continued 
EJCI'RA-CREDIT WORK 
Add the columns. Add each line of figures. The sum of the 
total amounts across and down should equal. 
15.91 11.54 259.36 3.93 6.24 
237.18 977.32 447.'79 93.42 124.73 
12.63 43.56 4,324.35 7.91 6,241.32 
432.73 60.53 474.01 201.32 84.05 
103.84 645.00 121.43 281.12 85.35 
101.80 270.79 324.97 29.02 91.11 
84.74 189.02 503.22 370.05 90.32 
923.81 474.01 518.71 40.92 113.52 
200.65 546.94 824.32 10~72 24.24 
163.17 585.45 79.24 200.65 27.03 
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Lesson II 
(1) The amounts in the following columns represent contribu-
tions. Find the total. 
$ 25.00 83.75 17.32 16.32 9.31 
16.25 102.18 9.21 18.24 8.42 
1.00 35.64 12.13 1.00 192.83 
2.00 43.42 3.24 2.00 98.72 
5.75 4.25 5.21 2.00 5.00 
16.75 5.18 24.32 1.15 12.50 
127.50 6.32 5.00 1.50 9.32 
85.00 5.89 125.00 3.25 8.32 
100.00 4.24 92.33 7.50 7.31 
35.25 193.?5 16.24 15.00 4.25 
43.50 200.00 8.92 16.50 5.16 
2.50 13.82 13.13 12,50 7.14 
.25 9.21 17 .82 75.00 15.24 
3.00 12.50 9.00 32.00 25.00 
2.84 25.00 10.00 8.34 13.25 
Total 
Subtotal Key 
The . subtotal key is used when it is desired to take a 
total of a list of figures without losing the cumulative total. 
Total the following columns of figures, striking a 
subtotal where indicated by the letter s. 
Exa.InEle: 
.24 (a) 
.13 (b) 
.35 
.12 (c) 
.15 
s (d) 
.67 
.89 (e) 
.35 
.48 (f) 
.35 (g) 
s 
.14 
• 25 
Solution: 
Clear the machine. 
Add .24, .13, .35, .12, .15 in the machine, 
using the 1st and 2nd fingers 
Depress the subtotal key and operat e the 
handle. The subtotal shown is .99 
Add .67, .89, .35, .48, and .35 in the 
machine 
Depress the subtotal key and operate the 
handle. The subtotal shown is 3.'73 
Add .14 and .25 in the machine 
Strike the total key and operate the 
handle 
Answer 4.12 
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Lesson II Continued 
( 2) .46 (3) 8.03 ( 4)' 78.24 (5) 20.22 
.78 .82 32.83 9.24 
.34 7.34 101.09 13.43 
.so 9.24 s 7.92 
.52 s 38.42 s 
• 43 3.82 25.72 102.32 
s 4.32 13.41 64.32 
.83 • 93 6.93 13.54 
.94 .78 s 9.24 
.33 102.34 .93 .82 
.89 s .82 s 
.13 9.34 .73 17.24 
s 6.48 4.32 8.34 
·E& 24.32 5.83 9.73 
( 6) 445.44 (7) Add the totals of problems 2-6 
78.56 
5.89 
4.82 
1.06 
2.34 
s 
32.41 
7.45 
3.24 
.98 
s 
334.44 
3.23 
( 8) 432.82 ( 9) 42.32 (10) 39.24 (11) 74.32 
1,034.64 9.24 9.24 824.98 
921.32 s 102.43 68.24 
8.24 82.43 624.25 s 
s 6.94 1,932.45 123.25 
872.41 3.22 s 369.54 
98.24 s 82.41 79.24 
34.41 24.82 93.64 85.29 
8.64 102.43 78.13 s 
s 7.92 s 173.52 
213.14 s 43.24 198.14 
98.74 42.24 12.42 16.93 
3,024.09 724.89 9.21 425.33 
192.41 83.32 103.43 13.67 
(12) Add the answers of problems 8 - 11 
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Lesson II Continued 
EXTRA-CREDIT WORK 
66.29 13.59 133.84 72.43 64.54 s 
132.33 324.81 209.31 147.82 102.37 s 
143.82 48.64 8.72 923.07 69.03 s 
16.84 178.34 16.56 83.17 124.83 s 
19.34 95.29 29.24 9.29 79.34 s 
102.48 · 10.21 121.03 32.14 84.24 s 
65.83 134.09 75.24 169.33 98.16 s 
75.24 98.33 98.32 301.92 424.32 s 
98.33 79.13 300.01 14.99 15.29 s 
102.91 10.92 79.39 14.00 17.33 s 
s s s s 
FULL-BOARD ADDING MACHINE 
Lesson III 
(1) Weekly Sales Summary 
Find the total sales of each department by adding the 
columns down. Find the total sales for each day by adding 
the columns across. Prove your answers by adding the 
total amounts across and down. The answers should be the 
same. 
DEPARTMENT I II III IV v 
MONDAY 69.32 73.85 93.72 69.33 100.29 
TUESDAY 72.49 87.32 72.41 75.24 69.31 
WEDNESDAY 79.83 91.31 69.33 83.41 79.82 
THURSDAY 90.24 83.74 83.90 83.93 83.49 
FRIDAY 79.89 94.28 96.01 90.62 88.31 
SATURDAY 129.32 109.34 99.32 92.50 91.29 
Correcting error: 
1. If the correct columns have been used but the wrong keys 
have been depressed, and the handle has not been operated, 
depress the correct keys and the incorrect keys will be 
released. 
2. If the wrong columns have been use~ and the handle has 
not been operated, depress the total key and all keys 
will be released. 
In the following Labor Distribution problem, practice correct-
ing your errors made before the handle is operated by the 
methods described above. 
( 2) Employee Operations Total 
Card No. 1 2 3 4 5 6 7 8 9 10 Hours 
133 49 35 34 82 91 65 72 43 39 26 
136 54 32 48 29 34 44 53 44 22 13 
140 53 93 54 42 23 64 73 44 32 23 
146 43 29 85 94 42 46 37 44 23 32 
150 29 32 38 49 24 34 43 34 42 23 
152 16 33 93 54 42 23 64 73 44 33 
154 57 93 29 84 94 42 46 37 45 23 
160 23 65 39 32 48 29 34 46 33 37 
162 33 72 93 36 25 93 89 43 42 48 
165 93 23 62 34 36 45 23 39 43 32 
Totals 
191 
192 
FULL-BOARD ADDING :rf.ACHINE 
Lesson III Continued 
Following is a daily sales report of the departments in your 
store. The subtotals required include all the sales accumu-
l lated up to that point. Complete the report, taking totals 
and subtotals where indicated. 
CUMULATIVE SALES REPORT FOR MARCH 19xx 
DEPARTNJENTS 
March A B c D E Totals 
1 54.34 56.67 84.93 45.13 65.75 
2 63.82 67.73 93.44 54.31 34.98 
3 67.93 73.86 66.32 87.11 54.20 
4 74.82 89.42 73.78 54.88 76.90 
5 79.34 94.33 65.74 81.54 97.32 
Subtotal s 
7 35.29 87.32 93.44 70.45 87.45 
8 73.25 43.84 66.32 54.78 56.32 
9 94.32 58.32 78.41 97.87 79.27 
10 83.71 69.34 54.19 66.12 76.67 
11 63.74 91.23 53.32 42.95 49.31 
12 102.42 83.34 64.87 78.35 98.21 
Subtote,l s 
14 98.34 78.41 98.30 54.98 97.48 
15 102.41 61.72 64.99 85.98 85.24 
16 73.32 93.82 54.21 87.24 48.28 
17 64.94 102.31 43.12 96.98 54.28 
18 25.32 97.72 51.98 56.98 87.52 
19 35.74 87.24 54.87 45.34 87.08 
Subtotal s 
21 97.24 56.23 85.98 80.99 83.35 
22 78.33 48.28 85.24 97.48 89.80 
23 84.09 93.31 64.67 64.35 73.77 
24 95.21 72.98 59.78 99.98 97.84 
25 102.45 65.75 87.45 78.59 87.30 
26 102.73 63.98 53.21 89.79 76.49 
Subtotal s 
28 89.32 54.32 45.45 96.98 65.42 
29 102.98 63.90 65.22 75.69 54.31 
30 100.01 85.98 94.38 64.53 73.39 
31 87.34 98.98 110.00 53.23 54.40 
Total 
FULL-BOARD ADDING ~~CHINE 
Lesson III Continued 
EXTRA-CREDIT WORK 
The following is a record of the daily sales of twenty chain 
stores. Find the total sales of each store for the week and 
the total amount of each day's sales for the twenty stores. 
STORE MONDAY TUESDAY VffiDNESDAY THURSDAY FRIDAY SATURDAY TOTAL 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
Total 
748.28 170.45 
542.85 542. 8 5 
789.87 789.87 
459.99 870.88 
540.30 439.31 
231.98 562.39 
132.95 220.78 
549.89 549.89 
543.32 645.32 
231.78 987.45 
598.28 454.19 
324.98 553.62 
459.89 564.87 
978 .34 987.30 
396.98 938.00 
764.99 764.87 
654.21 564.21 
354.19 453.22 
543.98 321.98 
334 .90 540.87 
---
429.82 
338.35 
547.63 
756.59 
665.64 
874.32 
761.48 
952.53 
843.61 
453.73 
541.32 
543.88 
987.11 
543.88 
481.54 
570.45 
543.87 
978.13 
456.12 
450.30 
324.89 
459.89 
978.34 
396.98 
764.99 
645.32 
549.89 
220.78 
562.39 
439.31 
540.45 
632.34 
645.32 
756.89 
396.98 
897.90 
785.98 
543.98 
653.87 
534.98 
870.88 
789.87 
542.85 
170.45 
543.88 
937.11 
456.1~ 
450.30 
324.39 
245.45 
810.00 
534.90 
978.34 
586.40 
899.01 
632.87 
549.89 
323.78 
530.76 
540.30 
826.31 
924.32 
832.41 
924.48 
832.41 
911.99 
832.23 
845.71 
921.92 
684.43 
459.99 
876.54 
542.85 
482.43 
532.89 
763.90 
832.76 
543.21 
632.39 
552.66 
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I 
Lesson IV 
When there is no subtraction key on the machine, subtraction 
may be performed in the following manner:: 
I Example: 7. 84 - 3. 23 
Solution: 1. 
2. 
3. 
4. 
Answer:' 4. 61 
( 1) 3. 41 
-2.34 
(2) 34.42 
-19.32 
.;. 
Clear the machine. 
Depress the 7.84 and operate the handle. 
Depress the complement of 3.23 (the number that 
when added to 3.23 will equal 10.00). Starting 
with the first figure on the right, add up to 
ten, this instance 7, move to the left across 
the keyboard, adding to 9, in this instance 7 
and 6. Depress 9's in the remaining columns. 
Operate the handle. 
Take a total. 
6.83 
-2.49 
89.76 
-18.74 
843.36 
-264.32 
76.32 
-59.42 
42.34 
-32.81 
98.42 
-72.47 
(3) 142.89 
-92.34 
72.98 
.;. -38.42 
49.32 
-14.11 
89.24 
-68.49 
(4) 59.82 64.82 
-42.47 -60.24 
" " (5) 124.98 724.31 
-98.24 -635.42 
.;. 
29.44 
-13.69 
824.93 
-411.92 
39.41 
-14.40 
924.41 
-634.34 
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Lesson IV Continued 
Addition and Subtraction 
Add all the numbers that are n ot marked and subtract all 
· those that are followed by a minus sign. 
( 6) 27 . 46 91.'71 
56 . 67 83 . 48-
54 . 85- 1.14-
23 . 32 83 . 42 
31. 31- 75.82 
98.24 56. 12-
,;. 
(7) 19 . 38 29.24 
34.78 89 . 73 
14. 24- 41. 4 2-
98. 65 16.32-
72.43- 1 8 . 24-
14 . 24- 19 . 13 
,;. 
84.37 
14. 84-
13 . 87-
75.24 
13. 82 
1 2 . 14-
,;. 
78. 24 
16.32 
9 . 24-
8 . 41-
19. 24 
23.57 
,;. 
,;. 
,;. 
42. 87 
13. 21-
1 8 . 24-
19. 25 
8.71-
1 . 20-
98. 24 
14. 24 
13.72 
. 9 . 82-
1 2 . 81-
76. 42 
I ( s) Find the total deductions ror each employee and 
salary for each. Tota l each c olumn of f i gures . 
PAY ROLL RECORD 
Gross Social Income Total 
Number Salary Security Tax Insurance Deducti ons 
1010 62 . 89 .63 6 . 82 . 50 
1011 54 . 83 . 55 5 . 24 . 50 
101 2 89.24 .89 8 . 92 . 50 
1013 65.24 .65 6 . 52 .50 
1014 70 . 32 . 70 7. 14 . 50 
1015 59 . 52 . 60 5 . 32 . 50 
1016 73 . 24 . 73 7 . 42 . 50 
1017 59 . 42 . 59 5 . 80 . so 
1018 62 . 45 . 62 6 . 30 . 50 
1019 83. 24 .83 8 . 97 . 50 
Totals 
the net 
Net 
Salary 
195 
(1) 42.38 
13.82-
68.34 
98.24 
54.32-
14.38-
FULL-BOARD ADDING MACHINE 
LESSON IV Continued 
EXTRA-CREDIT WORK 
38.42 
24.98-
64.44 
12.32-
19.14-
52.44 
PAY ROLL RECORD 
98.32 
89.24-
17.84 
9.24-
24.31 
14.32-
Add the Federal Tax and the Social S~curity Tax to find the 
total tax deduction. Subtract the total tax deduction from 
the gross earnings to secure the net wages. Total all money 
columns. 
Time Clock Total Federal Social Total Net Wages 
Number Earnings Tax Security Tax 
1021 64.82 6.48 .65 
1022 65.75 6.58 .68 
1023 71.89 7.19 .72 
1024 83.42 8.34 .83 
1025 74.24 7.42 .74 
1026 69.31 6.93 .69 
102'7 58.47 5.85 .58 
1028 74.32 7.43 .74 
1029 84.92 8.49 .85 
1030 97.32 9.73 .97 
Totals 
196 
I 
197 
FULL-BOARD ADDING !~CHINE 
Lesson V 
Addition, Subtraction, Subtotals 
( 1) $ 134.82 ( 2) $ 48.32 (3) ~~ 72.45 (4) $ 2.31 56.90 15.82- 83.82 3.84 
34.56 16.32 15.24- 12.32 
68.42 19.45 19.42 14.56 
384.76 s 123.83 s 
98.24 124.33 3,424.93 17.84 
72.31- 435.78 668.44 102.43 
84.49 654.98 s 801.09 
s 82.34 723.31- 102.02-
24.82 92.32- 102.41 98.73 
123.44 1,824.41 98.43- 932.41 
98.72 92.31- 103.64 s 
43.24- s 8,392.44 16.83 
s 42.32 s 213.43 
12.53- 232.91 13.82 98.83 
74.52 72.43 9.71 17.43-
89.14 138.41- 3.23- 102.43 
19.33 942.43 438.63 393.83 
17.42 82.S2 532.81 453.14 
542.31 s 68.24 682.45 
s 17.44 17.43 s 
49.42 383.41 s 714.53 
63.41 89.42 9.42 813.14 
73.42 76.31- 7.32 912.54 
234.48 82.32 1,021.83 1,021.69 
48.32 124.41 68.24- 24.44-
31.41- 232.49 73.02 18.32 
911.02 19.14 9.13 9.43 
FULL-BOARD ADDING MACHINE 
!Addition and Subtraction 
Lesson V Continued 
In the following bank statement find the balances by sub-
tracting all checks written and add- the deposits to the 
jprevious balance. 
BANK STATEMENT 
Date Checks listed in order of 
Payment 
I 
Balance last statement 
Jan.2 5.60 6.31 4.32 
3 12.32 9.42 10.31 
7 124.32 
15 148.24 
20 24.89 
23 
25 
2.82 
1.89 
3.82 
4.82 
3.82 
7.82 
30 2.82 114.32 
31 84.24 
1.89 
14.24 
42.82 
62.24 
Date Deposits 
Dec. 31 $1,824.48 
Jan. 2 482.44 
5 382.44 
8 
15 
124.98 
102.91 
22 382.62 
28 482.14 
EXTRA-CREDIT WORK 
Another bank statement 
BANK STATEMENT 
New Balance 
Date Checks listed in order of · Date Deposits New Balance 
Payment 
I 
J Mar. 
I 
I 
Balance last statement 
1 4.82 3.24 1.89 
5 5.24 12.39 4.24 
8 5.26 1.89 102.24 
14 2.32 
16 14.82 
18 7.24 
8.43 
6.82 
9.32 
25 12.89 48.17 
30 16.84 2.89 
7.32 
24.81 
17.13 
Feb. 28 
Mar. 2 
5 
$982.44 
232.81 
102.92 
11 382.91 
16 483.13 
22 583.01 
26 129.34 
29 234.41 
198 
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Lesson VI 
I Review Practice 
( 1) 1. 00 17.00 19.32 28.32 35.83 
2.32 8.01 8.41 8.34 9.01 
13.84 24.34 6.31 11.82 148.23 
4.82 18.42 5.52 101.23 82.13 
5.25 9.32 11.21 92.41 9.39 
19.32 6.34 9.02 8.24 28.43 
9.02 9.66 8.17 7.11 9.24 
8.12 3.32 6.13 6.32 125.31 
13.43 6.11 5.48 84.11 92.43 
9.24 7.31 152.11 7.83 8.12 
f I I I 
( 2) 124.32 49.32 123.89 83.42 
-98.73 -18.47 -48.32 -63.08 
I I I 
(3) ~mny firms use the balance form for records with charge 
customers. In this form of account it is necessary to 
find a balance after each transaction. Customers' 
accounts or accounts receivable have debit balances there-
fore all debit entries are added and credit entries are 
subtracted. 
In the following customer ledger accounts, determine the 
balance after each transaction • 
.John Anderson 
Date Explanation Debit Credit Balance 
19xx 
WJ.a.y 1 Balance 432.71 
4 Sale #301 234.84 
15 Sale #409 381.82 
29 Cash 600.00 
30 Sale #501 234.42 
.June 3 Cash 300.00 
12 Sale #878 182.42 
13 Return 22.42 
17 Allowance 25.00 
199 
200 
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Lesson VI Continued 
I Arthur Billings 
Date Explanation Debit Credit :Se.lance 
19xx 
May 5 Sale #308 324.89 
8 Sale #309 281 . 42 
9 Return 81.42 
15 Cash 200 . 00 
21 Sale #456 124. 89 
22 Allowance 24 . 82 
June 3 Sale #550 284.48 
10 Sale #789 824.24 
15 Cash 1021. 00 
I George Coombs 
Date Explanation Debit Credit Balance 
19xx 
May 6 Sale #310 482 . 84 
10 Cash 82. 84 
15 Sale #410 525.24 
15 Return 5. -1:9 
19 Sale #430 124.82 
29 Sale #485 324.82 
June 15 Cash 500.00 
Carl Frank 
Date Explanation Debit Credit Balance 
19xx 
May 4 Sale #302 385 . 00 
5 Sale //307 415.62 
16 Sale #411 125 . 93 
19 Return 25 . 00 
29 Cash 500 . 00 
June 3 Sale #555 482.83 
10 Allowance 62.24 
15 Cash 385.00 
I 
I 
FULL- BOARD ADDING ~~CHINE 
Lesson VI Continued 
An abstract of Accounts Receivable is a list of customers and 
the balance due from each. 
Prepare an Abstract of Accounts Receivable by filling in the 
final balance of each customer. 
ABSTRACT OF ACCOUNTS RECEIVABLE 
.Tohn Anderson 
Arthur Billings 
George Coombs 
Carl Frank 
Total Accounts 
Receivable 
EXTRA-CREDIT WORK 
Determine (1) Net Sales for each clerk (total cash sales t 
charge sales t c. O. C. sales - total returns) and (2) Total 
1
Net Sales. Check by cross totals . 
Clerk Cash Charge C.O. D. Net 
No. Sales Sales Sales Returns Sales 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
!Total 
I 
I 
$62. 32 $23.68 
83.45 48.32 
74 . 82 32.42 
75 . 82 94 . 38 
84.32 35.68 
31.34 45.82 
45.82 82 . 24 
82 . 83 13.24 
49 . 32 24.38 
58.32 43.82 
$35.18 
15 . 01 
24.33 
36.42 
23.35 
18.42 
16. 32 
14. 32 
42 . 32 
12.42 
~~10. 38 
2 . 45 
2.32 
7.86 
8 . '32 
11 . 00 
12.32 
9 . 32 
9 . 32 
1.82 
20:-t 
FULL-BOARD ADDING 1~CHINE 
Lesson VII 
Review Practice 
• Addition, Subtraction, Subtotals 
(1) 62.82 
82.34 
45 .32-
s 
64.82 
12. 34 
14.32-
s 
18.24-
82.32 
14.38-
16.34 
17.24 
s 
19.38 
24.38-
102.32 
s 
29.34 
82.42 
1.24-
s 
18.32 
9.24 
8.44 
9.32 
102.32 16.82-
s 
1.24 
102.25 
98.32 
98.34 38.24 
24.32 19.29 
f f 
(2) In Lesson VI you found balances of customers' accounts . 
T. A. 
Date 
19xx 
Jan. 
You are now working on creditors' accounts. Creditors 
have credit balances, therefore, add all credits and 
subtract debits. In the following creditor accounts 
determine the balances after each transaction and then 
fill in the balances in the Abstract of Accounts Payable. 
Black 
Explanation 
3 Invoice //98 
5 Invoice #102 
7 Allowance 
10 Invoice # 148 
11 Invoice #190 
13 Cash 
18 Invoice #210 
30 Cash 
Debit 
4.82 
423 . 83 
622.00 
Credit 
232.82 
382.41 
342.83 
123.14 
84.32 
Balance 
202 
203 
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Lesson VII 
Continued 
c. B. Cook 
Date Explanation Debit Credit Balance 
19xx 
Jan. 2 Balance 432 . 31 
5 Invoice #104 832 . 24 
7 Return 32.24 
10 Invoice #200 432.96 
12 Invoice #210 123.73 
14 Allowance 23 . 83 
19 Invoice #225 250.00 
30 Cash 1230.00 
T. B. Frank 
Date Explanation Deb i t Credit Balance 
19xx 
Jan. 2 Balance 634.81 
5 Invoice #105 42 . 83 
7 Invoice #130 1 23 . 42 
8 Allowance 42. 83 
14 Cash 625 . 00 
19 Invoice #226 282.81 
30 Cash 1 23 . 42 
A. D. Johnson 
Date Explanation Debit Credi t Balance 
19xx 
J an . 3 Balance 832. 42 
6 Invoice #109 242 . 82 
9 Invoice #140 1 23 .12 
11 Return 42. 82 
19 Cash 832. 42 
23 Invoice 1$265 483 . 72 
28 CasfBSTRACT OF ACCOUNT~0~A~~BLE 
T. A. Black 
c. B. Cook 
T. B. Frank 
A. D. J ohnson 
Total Accounts 
Payable 
.. 
I 
FULL-BOARD ADDING MACHINE 
Lesson VII Continued 
EXTRA-CREDIT WORK 
Cross foot the lines by addition and subtraction. Add the 
columns. The sum of the line totals. must equal the sum of the 
totals of the item columns less the total discount. 
Items Total Total 
Salesman 101 102 103 104 105 Discount Sales 
5 $10.96 $ 8.49 $15.94 $25.32 $16.82 $12.32 
16 109.52 11.82 25.82 49.62 34.29 24.83 
32 91.23 34.72 16.83 52.31 14.32 19.32 
56 86.41 14.24 52.31 57.32 72.32 14.24 
60 74.24 15.31 43.24 62.94 68.52 21.83 
64 93.21 24.82 53.14 78.24 84.49 24.84 
70 86.32 39.24 17.14 49.24 63.82 32.34 
80 72.49 40.32 78.42 79.24 73.21 42.24 
84 82.41 52.32 203.34 84.32 59.31 52.34 
92 67.32 18.72 84.41 83.35 72.32 42.10 
Total 
204 
205 
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Lesson VIII 
Review: 
(1) .50 16.75 78.24 18.32 
.15 5.22 202.81 9.21 
2.13 200.00 82.83 3.82 
3.14 82.34 92.66 124.82 
8.19 183.54 73.02 632.11 
6.15 11.35 132.82 89.02 
12.32 24.79 82.43 83.24 
18.18 53.50 102.81 2,034.81 
48.31 200.84 1,202.36 892.32 
91.34 1.99 892.21 3.43 
1- 1- 1-
Addition and Subtraction 
(2) Fill in all the blanks with the correct amounts. Remember 
the formula of a Balance Sheet A - L • P 
A. J. RAY 
BALANCE SHEET, AUGUST 31, 19xx 
Assets 
Current Assets 
Cash 
Notes Receivable 
Interest Receivable 
Accounts Receivable 
Less: Reserve for Bad Debts 
Merchandise Inventory 
Total Current Assets 
Fixed Assets 
741.20 
14.82 
Office Equipment 500.00 
Less: Reserve for Depreciation 83.86 
Store Equipment g75.od 
Less: Reserve for Depreciation 162.54 
Delivery Equipment 95o.oo 
Less: Reserve for Depreciation 348.36 
Total Fixed Assets 
Deferred Charges 
Office Supplies 
Store Supplies 
Total Deferred Charges 
Total Assets 
$2,810.50 
300.00 
1.04 
5,216.15 
35.15 
97.40 
FULL-BOARD ADDING lMCHINE 
Lesson VIII Continued 
( 2) Continued 
Liabilities 
Notes Payable 
Interest Payable 
Accounts Payable 
Total Liabilities 
Proprietorship 
A. J. Ray, Capital 
250.00 
.83 
1,763.40 
Total Liabilities and Proprietorship 
(3) Fill in the blanks in the following statement also: 
A. T. JONES 
Balance Sheet, December 31, 19xx 
Assets 
Current Assets 
Cash 
'Defense Bonds 
Life Insurance 
Total Current Assets 
Fixed Assets 
Real Estate 
Furnishings 
Machinery 
Trucks 
Livestock 
Produce 
Total Fixed Assets 
Total Assets 
Liabilities and Net Worth 
Current Liabilities 
Notes Payable 
Accounts Payable 
Total Current Liabilities 
Fixed Liabilities 
Mortgage 
Total Liabilities 
Net Worth (Assets - Liabilities) 
Total Liabilities and Net Worth 
$1,250.00 
687.54 
2,500.00 
8,000.00 
1,200.00 
' 1,000.00 
800.00 
1,200.00 
650.00 
950.00 
275.00 
3,500.00 
206 
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Lesson VIII Continued 
EXTRA-CREDIT WORK 
Total the following Trial Balance 
Trial Balance 
Cash 
Accounts Receivable 
Reserve for Bad Debts 
Raw Materials 
Goods in Process 
Finished Goods 
Factory Supplies 
Office Supplies 
Prepaid Insurance 
Machinery and Equipment 
Reserve for Depreciation of 
~mchinery and Equipment 
Bottles and Cases 
Reserve for Breakage 
Deli very Truck 
Reserve for Depreciation of 
Delivery Truck 
Accounts Payable 
Federal Old Age Insurance Taxes 
Payable 
Federal Unemployment Taxes Payable 
State Unemployment Contributions 
Payable 
Property Taxes Payable 
G. F. Bobzin, Capital 
G. F. Bobzln, Drawing 
Cost of Sales 
Direct Labor 
Indirect Labor 
Social Security Taxes {Factory) 
State Unemployment Contributions 
(Factory) 
Factory Rent 
Water 
Heat, Light, and Power 
Misc. Factory Expense 
I Drivers' Wages 
Truck Expense 
$ 653.96 
750.00 
350.90 
137.19 
232.35 
52.55 
29.72 
300.00 
6,200.00 
2,500.00 
1,800.00 
89.39 
1,281.36 
300.00 
100.00 
5.20 
10.80 
50.00 
15.19 
8.35 
18.48 
130.00 
79.15 
$ 109.15 
120.00 
318.17 
75.00 
2,036.20 
24.60 
9.25 
33.22 
36.93 
12,500.00 
-------
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Lesson VIII Continued 
Trial Balance (Continued) 
Case Maintenance 
Advertising Expense 
Misc. Selling Expense 
Office Salaries 
. 
Social Security Taxes (Delivery and 
Office) 
State Unemployment Contributions 
(Delivery and Office) 
Misc. Administrative Expense 
13.85 
21.32 
18.07 
85.00 
2.80 
5.81 
21.08 
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Lesson IX 
Multiplication is simply repeated addition. The same method, 
in principle, is used as when multiplying with pencil and 
paper. 
Example: 642 x 325 
Multiplication by hand 642 
X 325 
32!0 
1284 
1926 
208650 
Multiplication with adding machine )642 
642 X 5 
)642 
)642 
)642 
)642 
)6420 
642 X 20 )6420 
)64200 
642 X 300 )64200 
)64200 
208650* 
1. To multiply first depress the repeat key. 2. Then 
depress the keys for 642. To multiply by 5, operate the 
handle 5 times. 
3. Restore the depressed key by depressing the total key. 
4. Reset 642 one column farther to the left. Operate the 
handle 2 times. 
5. Restore the depressed key by depressing the total key. 
6. Reset 642 one column farther to the left. Operate the 
handle 3 times. 
7. Restore the depressed key and take a total. 
Answer: 208650. 
(1) 12.12 X 14 (2) 23.21 X 125 
45.89 X 25 83.32 X 324 
62.50 X 89 24.31 X 832 
83.75 X 53 92.07 X 735 
75.22 X 32 83.13 X 421 
Total Total 
209 
210 
FULL-BOARD ADDING MACHINE 
Leason IX Continued 
(3) Pay Roll (Piece Work) 
Find the total number of pieces for each workman, multip 
it by the rate, and subtract the deductions in order to find 
the amount due. Total the amount due column. 
Work-
man's M T w T F s Total Rate Deduc- Amount 
No. Pieces tion Due 
51 ' 155 176 186 115 116 58 .03 5.00 
52 200 201 198 187 176 90 .04 7.00 
53 250 250 250 252 250 100 .03l 8.45 
54 198 187 175 182 189 92 .04 2.00 
55 154 176 152 168 172 86 .03 5.25 
56 186 198 185 184 185 93 .04 7.25 
57 192 190 192 192 193 95 .04 7.00 
58 186 185 185 185 182 93 .04 7.00 
59 193 187 172 175 180 64 .03 4.85 
60 176 177 187 176 176 67 .o~ 5.25 
61 152 149 151 15'7 161 91 .04 7.00 
62 149 151 163 166 171 94 .03 5.10 
63 160 164 166 182 164 69 .03 5.18 
64 173 102 143 175 182 91 .03 5.23 
65 193 187 182 181 180 93 .04 7.00 
66 198 181 185 190 192 95 .04 7.10 
67 204 200 201 206 205 100 .03 5.13 
68 104 105 106 107 105 57 .03i 5.24 
69 113 115 117 118 120 60 .03 5.00 
70 149 115 145 146 146 73 .03 5.00 
Tote.l 
EXTRA-CREDIT WORK 
Payroll for the Week ended January 24, 19xx 
Name Hours Rate Deductions Net Salary 
A-- 48 1/4 .85 $7.25 
B-- 46 • 90 7.11 
C-- 44 1.05 8.39 
D-- 43 .87 7.02 
E-- 42 .84 6.89 
F-- 41 • 84 6.70 
G-- 38 3/4 .89 7.52 
H-- 39 1/2 .93 8.10 
I-- 40 • 85 6.94 
J-- 42 • 94 8.35 
Total 
FULL-BOARD ADDING MACHINE 
Review 
Addition, Subtraction, Subtot~l 
(1) 42.82 
893.74 
98.35-
s 
62.44 
89.32-
14.32 
s 
12.34 
18.44 
19.73 
356.98 
Multiplication 
I 
(2) 24.98 X 432 
55.86 X 123 
86.93 X 753 
98.72 X 342 
83.43 X 945 
Total 
18.64 
102.32 
2,092.31 
102.93-
s 
1,024.92 
89.76-
s 
13.85 
17.25 
9.32 
28.45 
I 
32.44 
18.98-
317.24 
s 
18.32-
1,028.44 
802.44 
s 
98.72-
18.34 
103.76 
92.34 
(3) Total the following report 
WEEKLY SALES SUMMARY 
Departments 
Day of Week A B C D 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
892.45 
738.53 
925.02 
832.53 
756.02 
902.34 
642.32 
676.82 
693.02 
701.34 
849.34 
987.76 
723.44 
844.97 
902.31 
741.03 
689.11 
575.14 
489.76 
902.44 
831.82 
563.76 
842.31 
962.43 
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Lesson X 
Total 
FULL-BOARD ADDING MACHINE 
Lesson X Continued 
(4) Following is a list of contributions received in 
drive for funds. Find the total contributions. 
$ 25.00 18.46 13.47 48.76 
s.oo 100.00 9.02 15.42 
.25 98.72 27.24 18.32 
6.75 87.31 18.77 19.43 
8.13 84.45 100.00 .37 
9.24 102.98 98.72 .93 
13.56 68.75 18.75 7.72 
9.25 75.00 s.oo 10.00 
182.67 25.00 2.50 5.00 
109.00 18.37 .25 75.83 
.so 19.25 17.25 18.25 
18.76 100.25 18.32 19.32 
(5) Fill in the blanks in the following .Balance Sheet 
T. B. Johnson 
Balance Sheet, January 31, 19xx 
Current Assets 
Cash 
Notes Receivable 
Interest Receivable 
Accounts Receivable 
Assets 
Less: Reserve for Bad Debts 
Merchandise Inventory 
Total Current Assets 
Fixed Assets 
Office Equipment 
Less: Reserve for Depreciation 
Store Equipment 
Less: Reserve for Depreciation 
Delivery Equipment 
Less: Reserve for Depreciation 
Total Fixed Assets 
Deferred Charges 
Office Supplies 
Store Supplies 
Total Deferred Charges 
Total Assets 
842.42 
48.74 
400.00 
44.82 
724.00 
162.93 
950.00 
95.27 
$3,429.73 
700.00 
2.89 
3,768.90 
84.76 
97.42 
a recent 
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FULL-BOARD ADDING 1~CHINE 
(5) Continued 
Liabilities 
Current Liabilities 
Notes Payable 
Interest Payable 
Accounts Payable 
Total Liabilities 
Proprietorship 
T. B. Johnson, Capital 
Total Liabilities and Proprietorship 
EXTRA-CREDIT WORK 
Payroll 
Time clock 
Number Hours Rate 
1011 48 1.05 
1012 44 1/2 1.10 
1013 42 1.50 
1014 40 1.17 
1015 39 1.16 
1016 38 3/4 1.25 
1017 39 1.18 
1018 38 1/2 1.20 
1019 37 1/4 1.22 
1020 42 1.24 
Lesson X Continued 
350.00 
.93 
1,824.24 
Deductions 
5.25 
6.18 
7.14 
8.32 
5.11 
6.13 
4.25 
8.73 
8.72 
9.24 
Total 
Total 
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CHAPTER V 
WRITER 1 S COMMENTS ON _THE USE OF THE MANUALS 
In order to do an adequate teaching job and to be able to 
keep an accurate check on the progress of e ach individual 
student in an office machines course, specific jobs and 
lessons should be planned for each class period. These lessons 
must be set up specifically to fit the classes and the time 
allowed for the class periods. The four manuals as found in 
Chapter IV make possible the attainment of these two goals. 
~ 
These manuals contain lessons that can be completed in one 
class period. In using these manuals at Beverly High School 
the following procedure was used. Each day the students were 
required to complete one lesson. If the lesson was completed 
before the class period was over, extra-credit work was done •. 
Each lesson has an extra-credit section. All work was checked 
daily by the instructor and returned the following day if 
corrections were necessary •. The following day all students 
would do the next lesson. Upon completing the day 1 s lesson, 
previous work that needed correcting had to be done before 
extra•credit work was started. One error per lesson was 
allowed. All papers with more than one error were returned for 
corrections. 
The following three tables show how many lessons were 
completed perfectly the first time, , how many had one error, , 
how many had more than one error and were corrected, and how 
many had more than one error and were not corrected by the 
student because of lack of time. 
Students 
1 
2 
3 
4 
5 
6c, 
7 
8 
9 
Without 
Error 
A 
9 
2 
3 
2 
12 
4 
8 
4 
12 
TABLE I 
BURROUGHS CALCULATOR 
Number of Lessons Completed 
One 
Error 
B 
6 
11 
5 
13 
5 
5 
7 
7 
3 
Two or 
More Errors 
( c~orre c ted) 
c 
4 
1 
10 
5 
1 
11 
5 
8 
5 
Two or 
More Errors 
(Not CorrectedJ 
D 
1 
6 
2 
0 
2 
0 
0 
1 
0 
Column A shows the number of lessons completed without error. 
Column B shows the number of lessons completed with one error • . 
Column C. shows the number of lessons completed with two or more 
errore and corrected. 
Column D shows the number of lessons completed with two or more 
errors and not corrected. 
The numbers in the left-hand column are those assigned to the 
students who did the lessons. 
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TABLE II 
MONROE CALCULATOR 
-
Students Number of Lessons Completed 
l 
2 
3 
4 
5 
6 
7 
8 
9 
polumn A 
Polumn B 
Polumn C 
~olumn D 
Without One Two or 
Error Error More Errors 
!Corrected) 
A " H-.- c 
6 6 8 
3 5 12 
5 6 4 
8 8 4 
4 7 9 
3 9 6 
13 5 1 
13 5 1 
4 6 8 
shows the number of lessons completed 
shows the number of lessons completed 
shows the number of lessons completed 
errors and corrected. 
shows the number of lessons completed 
errors and not corrected • . 
Two or 
More Errors 
{Not Corrected) 
D 
0 
0 
5 
0 
0..' 
2 
l 
l 
2 
without error. 
with one error. 
with two or more 
with two or more 
Phe numbers in the left-hand column are those assigned to the 
3tudents who did the lessons. 
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.. 
I 
======-~F==================================-·==============================*========= 
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TABLE III 
TEN-KEY AND FULL-BOARD ADDI NG MACHI NES 
-
Students Number of Lessons Completed 
Without One Two or Two or 
Error Error More Errors More Errors 
{Corrected~ (Not Corrected 
A B c D 
Ten-.1:\.e;y I 
l 5 l 4 0 
2 6 l 3 0 
3 5 l l 3 
4 6 2 l l 
5 7 2 1 0 
6 l 8 1 0 
Full-Board II 
1 4 0 4 2 
2 5 3 2 0 
3 5 3 2 0 
4 4 4 1 1 
5 0 8 1 1 
6 3 4 2 1 
Column A shows the number of lessons completed without error. 
Column B. shows the number of lessons completed with one error. 
Column c shows the number of lessons completed with two or more 
errors and corrected. 
Column D shows the number of lessons completed with two or more 
errors and not corrected. 
I 
In order to test the students to see if they had mastered 
the fundamental skills in the operation of the four machines, 
the tests on the following pages were given at the completion 
of the units. 
Of the nine students who worked on the Burroughs calcula-
tor four completed the test without error, two made errors on 
the division problems, the other three made three errors. On 
the Monroe calculator, two students made perfect scores on the 
test, , two made two errors, two made three errors, and one made 
four mistakes. On the adding machines four out of the six 
students had perfect scores and the other two had but one 
error. 
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Name Ti'me in Minutes 
MONROE CALCULATOR 
Answers 
(1) Addition (2) Subtraction (1) 
9,328.32 721.83 (2) 
724.45 -432.84 
839.42 (3) 
9.03 
10.59 (3) Subtraction 
1,824.64 
98.63 92.14 
13.87 -112.34 
101.70 
4.82 
(4) Multiplication and Addition (Round all (4) 
ansv1ers to two places) 
29.4 X 3.84 
941.8 X 42.3 
-----32.4 X 31.9 
Total 
(5) Division and Addition (Round all (5) 
answers to two places) 
64.9 + 8.42 
32.64 ... 2.1 
782.4 + .24 
Total 
(6) Figure the following invoice: : 
124 articles @ $ .69 ( 6) 198 articles @ .34 
69 articles @ . 1.08 
5 articles @ 2.98 -----
Total 
Less 15%, ' 5% 
Net 
MONROE CALCULATOR (Continued) 
(7) What per cent of $47.27 is $29.31 (7) 
(8) 
(9) 
Sales in 
Sales in 
Find the 
Find the 
1948 were $1,289.82 
1949 were $1,832.48 
amount of increase in 
per cent of increase. 
s a.les. 
Ttie cost of an article is $10.98. It 
sells for $14.32. Find the amount 
of markup • . Find the per cent of 
markup. 
( 8) 
(9) 
(10) Prorate the rent according to floor space: .Write the 
answers in spaces provided in the problem. 
Dept. A 
a~. 
c 
Space 
432 
656 
532 
Rate as decimal Rent 
1.00 $650.00 
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Name Time in Minutes 
BURROUGHS CALCULATOR 
(1) Addition--Crossfoot the lines. Add the 
columns. The sum of the line totals 
Answers 
mus-t equal the sum of the column totals. (1) Horizontal 
(2) 
(3) 
24.63 
54 .. 95 
8.42 
65.87 
27.38 
13.38 
8.73 
1-
89.24 
48.24 
34 .81 
6.36 
54.45 
43.36 
2.88 
,t. 
34.81 
27.38 
9.82 
.93 
38.26 
12.45 
16.82 
1-
25.81 
6.84 
28.93 
38.62 
15.10 
28.54 
8.42 
.;. 
Subtraction and Addition 
24.32 18.68 14.32 
... 9.42 
,;. -17.92 -9.21 ~ 
Addition and Subtraction 
7.82 8.42 4.89 
-3.43 -9.34 -5.12 
2.82 4.32 3.32 
-~~ f. 
-2.89 
1-
-1.89 
15.10 
3.65 
43.36 
15.10 
9. ~1 
6.36 
15.10 
(2) 
(3) 
Vertical 
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BURROUGHS CALCULATOR (Continued) 
(4) Multiplication and Addition .. 
(Round all answers to two places) 
829 X 432 
65.4 X 98.2 
43,214.5 X 52.62 
Total 
(5) Division and Addition (Carry all 
answers to three decimal places and 
round to two) 
858.24 + 
69.32 + 
83.241 + 
4.5 
42 
.072 
Total 
(6) Extend the following invoices over the 
(4) 
(5) 
fixed decimal point. Show each extension 
and the total of all. Prove by accumulation. 
Quantity 
732 
9,324 
24 
73 
Price 
$1.24 c 
3.89 M 
.42 each 
.45 cwt. 
Total 
Less 15%, 10% 
Net 
Amount (6) 
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Name Time in Minutes 
TEN-KEY AND FULL-EOARD .ADDING MACHINES 
Problema 1, 2, and 3 are to be calculated on the full-board . 
adding machine. 
(1) Addition, Subtraction, Subtotal 
(2) 
42.42 
89.74 
124.32 
5.89· 
s 
62.84 
69.83· 
148.72 
382.54 
98.72~ 
102.92 
73.42 
s 
64.32 
102.43 
13.24-
9.32.-
124.42 
63.84w 
Day of Week 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
2,092.42 
89.6~ 
583.72 
s 
43.54 
64.89 
7.83• 
1,924.14 
84.49 
s ~ 
92.438 
87.49 
s 
64.92 
9,824.31 
101.42-
9 .3lj.... 
16.84 
9.78 
32.44 
18.98-o 
432.34 
16 .• 84 ... 
s 
1,982.14 
714.89· 
63.82 
17.54 ... 
s 
873.14 
9.32tiil 
723.84 
s 
62.89 
543.24 
93.64 
74.89 
63.51 ... 
WEEKLY SALES-.• SUMMARY 
Departments 
A B C:; D 
432.18 632.18 732~81 432.12 
632.19 589.52 832.42 394.82 
589.73 501.13 901.31 501.32 
643.82 600.19 876.24 621.93 
692.~1 710.01 900.01 301.34 
618.72 632.42 782.21 402.89 
Answers 
(1) 
(2) Horizontal 
Vertical 
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~ TEN~KEY AND FULL-BOARD ADDING MACHINES (Continued) 
(3) Multiplication and Addition 
42.24 X 42 
63.42 X 125 
8.64 . X 49 
7.32 X 63 
----
Total 
Problems 4 and 5 are to be calculated on the 
machine. 
(4) Addition with subtotals. Horizontal 
and Vertical Addition •. 
432.18 417.82 623.45 
623.24 123.45 187.24 
----389.72 543.82 532.85 
s s s s 
543.29 789.43 934.82 
487.21 734.49 642.12 
426.53 237.42 147 .25_· 
369.96 824.32 621.31 
s s s s 
432.54 832.76 421.72 
123.54 687.25 147.64 
258.83 369.36 '747 .85 
s s s s 
124.47 639.75 
257.80 909.36 
(5) Subtraction 
432.82 
-231.81 
682.42 
-212.08 
147.82 
824.52 ---
634.89 
-424.63 
(3) 
ten-key adding 
Horizontal 
(4) 
-----
----
Vertical 
(5) 
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In observing the students working on the test it was 
felt by the writer that the students needed more review 
problems and lessons where specific instructions were not 
listed for them • . They needed more experience in testing their 
memory of how to do the problems. Review lessons were con-
structed and given to the students after each five lessons 
completed; · thus, four review lessons were made for the Monroe 
calculator, , four for the BUrroughs calculator, and two for each 
of the adding machines. These review lessons are included in 
the remainder of the report ;. 
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MONROE CALCULATOR 
Review Lesson to be Given After Lesson 5 
Hdrizontal and Vertical Addition 
(1) 324.73 3.25 . 
132.91 3.10 
89.42 27.90 
9.26 31.35 
9.28 3.46 
46~81 13.00 
385.81 3.25 
93.68 545.10 
938.51 2.33 
875-22 ~ 222~ ~ 
42.;>0 
1.56 
35.60 
3.10 
17.56 
3.88 
. 3.51 
3,965.90 
938.51 
467.00 
Subtraction and Addition 
,;. 
1,381.10 127.80 
1,?29.49 38.50 
892.20 175.39 
59 .:;s ~:, 485.39 
2,982.45 147.50 
755.:.23 38.09 
3,842.45 134.20 
1,833.84 36~47 
248.51 394.10 
382.11 760.11 
~ 
1 <2> 78.29 78.21 78.25 48.29 94.52 
- 2.21 -24.30 -38.21 ~21.50 -82.29 
,;. ~ ~ ~ 
Overdrafts 
1 {3) 87.25 59.64 96.21 25.63 
-92.31 -84.29 •121.39 -52.11 
~ ~ ~ 
Addition and Subtraction 
{4) 81712 60745 70799 7249 
56627• 69879 49731 3167-
18832 1180- 59542- 21652 
13788- 34154- 96 .. 15184 
43961 35764 31382 9163 
78524 86461 1560 ... 41628-
84657- 49173a 7483 82981 
69372 75568 57896 1155-
71595 24329 ... 853 1006 ... 
16734 ... 96792 49173 269:z!t 
f. .;. .;. 
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MONROE CALCULATOR 
Review Lesson to Be Given After Lesson 5 (Continued) 
Constant Addition and Subtraction 
(5) 85.90 ~ 5.23 28.66 5.23 
546.78 I- · 5.23 
80.62 ;. 5.23 
(7) 733.44 .... 7.83 
733.44 .. 9.78 
733.44 
-
8.98 
733.44 ... 6.54 
Addition of Different 
(9) Ft. In. 
12 3 
4 2 
9 10 
6 2 
8 4 
--
(6) 623.24 ~ 19.82 
139.43 - 19.82 
99.18 - 19.82 
(8) 
29.25 ... 19.82 . ---
69.27 ~ 
69.27 ,. 
69.27 1-. 
69.27 ~ 
83.42 
97.28 
102.49 
79.32 
Denominations 
(10) Yds. Ft. 
24 2 
92 2 
71 2 
6 1 
!2_ 2 
EXTRA-CREDIT WORK 
Addition and Subtraction of Constants 
I < 1 > 72.31 ~ 82.49 (2) 589.24 - 102.91 I 15.11 82.49 382.11 ~ 102.91m 19.24 ~ 82.49 293.72 ... 102.91 48.52 82.49 342.82 ... 102.91 
93.74 .;. 82.49 789.21 
-
102.91 
Addition of Different Denominations 
(3) Lbs. oz. (4) Hrs. ~line • . 
I 12 14 24 32 
I 
25 9 32 41 
22 8 64 51 
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MONROE CALCULATOR 
Review Lesson to be Given After Lesson 10 
Multiplication 
(1) 78 X 96 (2) 69 X 91 
75 X 35 50 X 82 
---69 X 43 48 X 73 
16 X 5 37 X 64 
96 X 43 21 X 53 
Total Total 
ROUND ALL ANSWERS TO TWO DECIMAL PLACES 
(3) 2.18 X 
1.98 X 
3.10 X 
8.71 X 
7.82 X 
.92 
.fl-7 
.31 
.~5 
.78 
Total 
(5) 
(4) 
642 X 5 1/2 
98 X 7 2/3 
683 X 9 3/4 
34 X 6 5/6 
Total 
3.95 X 
5.84 X 
4.95 X 
7.54 X 
8.67 X 
.79 
.58 
.30 
.#8 
.':{5 
Total 
(6) 689 nails @ $ .75 C __ _ 
924 nails @ . • 82 C __ _ 
34 nails @ .64 C · __ _ 
824 nails @ .83 C ·---
(7) 29,424 Ft. @ $13.76 M - --!! 
17,400 Ft. @ -12.84 M -~ 
38, 900 Ft • @ 11.98 M ----.11 
29,814 Ft. @ 19 . 24 M -~ 
Total __ _ 
' Accumulate over a fixed decimal point 
(8) 7.491 X 8.353 
12.03 X 4.928 
93.6 X 2.32 
(9) 1.692 X 42.3 
9.73 X 72.24 
3.241 X 11.5 
(10) 5.624 X 8~~2 
9.71 X 9.19 
86.9 x· 8. 7 
Total - --!l 
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MONROE CALCULATOR 
Review Lesson to be Given After Lesson 10 (Continued) 
EXTRA-CREDIT WORK 
.Find the total weekly coal deliveries for each of the follow-
ing trucks, the daily totals and the total deliveries during 
the week. 
Day Truck A Truck B. Truck c Truck D 
-Monday 10 tons 13 t ons 14 tons 14 tons 
Tt1esday 12 14 15 15 
1' Wednesday 13 9 16 16 
Thursday 9 7 5 7 
Friday _§ 8 4 
_§_ 
At f21 .80 per ton what were the total sales of 
· Trucl{ A 
B 
c 
D 
At $23.40 per ton what were the total sales of . 
Truck A 
B' 
c 
D 
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MONROE CALCULATOR 
Review Lesson to be Given After~ Lesson 15. 
Multiplication 
(1) 12 X 13 X 71 (2) 7.2 X .31 
- .... 
X 4.1 13 X 14 X 17. 8.3 
·22 X 33 X 9 .34 X 1.2 
X 8.9 X 2.3 17 24 X 93 
---51 X 48 19 X 
Total 
Find the Net Amount 
(3) $136.85 l e ss 6% 
. 412 .6'1 l e ss 16%. 
286.11 l e ss 12% 
689.49 less 45% 
249.24 less 10% 
Total 
32 X 5 . 1 
• 
Find the Net Amount and Discount 
(4) Gross Amount 
$ 724 . 38 
829.32 
1,289.31 
324 . 83 
923. 24 
Find the Net Amount 
(5) Gross Amount 
$400 . 60 
125.15 . 
75 . 85 
16.24 
Discount Net Amount 
6%. 
12% ---5% 
--3% 
--2% 
Totals 
Rate of Discount 
15%, 5%, , 5% 
10% , ' 5% 
12% , ·.· 10%, 5%":· 
5% , , 5% ' 
X 24 
x . l2 
X 1.3 
X 45 
X . 63 
Total 
Discount 
--
-- --
---
---
Net Amount 
Total 
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MONROE CALCULATOR 
Review Lesson to be Given After Lesson 15 (Continued) 
Division (Carry all answers to three decimal places and 
round to two) 
(6) 59,373 + 733 
12,953 + 378 
33,306 ... 427 
12,696;. .. 2:('6 , 
77,250 ... 309 
Total 
---
(8) 35.sa + 7.83 
2,478.44 + 42.68 
865.76 .. 2.242 
468.75 + 31.254 ------
24 .oo + 63.251 ---
Tetal 
---
(7) 4' ,823 _.... 689 
7,392 +- 56 
2,448 ... 34 
3,$15 ... 545 
832 ... 26 
Total __ _ 
EXTRAwCREDIT WORIC 
Multiplication 
(1) 4 dozen at 
6 dozen at . 
10 dozen at 
5 dozen at 
6 dozen at 
.12t 
.55 
.28 
.25-i-
.32 .. 
Total 
Division (Carry all answers to three decimal places and 
round to two) 
(2) 292,320 + 720 
3,483 • 43 
988 + 76 
432 + 36 
50,481 + 237 
Total 
(3} 8.427, • 
.179 + 
943.2 + 
.978 + 
78.708 + 
.159 
.199 
58.7 
.489 
9.37 
Total 
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MONROE CALCULATOR 
Review Lesson to be Given After Lesson 20 
(1) 18% of 591.37 
10%. ·:or 23.98 
14% of 68.24 
9% of 724.31 
4% of 79.24 
Total 
(3) Sales Comparison ... 
(2) 35:; is :c 
75 is 
20.19 is 
39.83 is 
Total 
% _of 
% of. % 
% 
78.24 
824.:31 
of 38.14-
of . 67.53 
1947 1948 Increase Decrease %.~: Inc • . % Dec •. 
I Dept. A 
B 
c 
242.81 
568.24 
381.42. 
348.61 
691.)1 
219.93 
Totals -: ___ _ 
(4) Prorate rental expense according to floor space 
space Per cent '. Rent 
Dept. A 4231 
B 6825 
c 7000 
D 982 
E 720 
F 201 
1.00 
( 5) F'lnd the amount of markup and the per cent of markup in 
the following • . Carry the answers to three decimal places. 
Cost 
13.78 
4.32 
11.60 
235.98 
104.45 
Se.lling Price 
16.82 
6.92 
19.75 
250.31 
115.09 
Totals 
Markup Per cent of Markup 
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MONROE CALCULATOR 
Rev~ew Lesson to be Given After Lesson 20 (Continued) 
(6) Find the amount of markdown and the per cent of markdown. 
Carry the answers to three decimal places. _ 
New Selling Price Old Selling Price Markdown Per cent 
62.81 _ 
10.89 
5.95 
1.99 
7.50 
75.82 
12.32 
7.50 
2.50 
10.00 
Totals 
EXTRA~CREDIT . WORK 
Prorate Expenses according to the sales 
Dept. A 
B 
c 
D 
E 
F 
G 
Sales 
11,456.98 
9,_876.45 
8,345.98 
12,557.89 
9,547.34 
987.65 
983.45 
Per cent 
1.oo 
Exper,1ses 
$28,456.99 
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BURROUGHS CALCULATOR 
Review Lesson to be Given After Lesson 5 
(1) 34 34 12 44 23 34 12 
32 32 11 34 21 54 21 
22 12 22 43 22 43 2: 
33 22 23 45 32 32 . 32 
44 . 33 33 54 23 21 12 .... 
34 44 34 44 43 33 21 
43 -~: 33 43 3 45 , 1 . 23 . 
23 23 44 22 43 10 33 
33 34 43 21 23 11 43 ~.: 
~ - 44 44': 11 21 21 12 ,~-- ;.- ~-- ~-- ~- f 
(2) 33 43 49 12 59 
73 32 34- 36 85 
84 63 42 21 78 
59 78 46 ,: ~ 6 9 
95 53 78 85 47 
88 67 86 7 13 
37 8 67 90 94 
23 7 45 45 83 
32 12 43 45":: 48 
22 2! 21 ~ - ~ -~- 1-- ;. 1-
(3) 668 242 453 ?· 118 579 
334-: 298 815 125 536 
422 160 687 156 312 
322 679~ 480 120 432 
423 115 512 1:69 254 
827 . 351 615 _ 194 191 
695 7l1 621 135~: 576 
483 :~ 436 539 532 109 
976c 697 559 179 353 
m ~ 618 - 446 816 1- 1-- 1-- ,~.-
(4) 45.32 32.54 87.43 73.83 
88.67 88.76 72.72 5.23 
67.14 69.55 78.92 62.34 
57.85 54.99 98.63 8.71 
89.21 73.94 91.15~:, 17.39 
91.95 62.31 22.50 1.25 
5.21 38.56 12.53 . 47.22 
65.83 93.71 27.75 74.13 
36.48 52.17 53.90 38.98 
47.22 22.47 91.Q2. 2 '.95 
f. f. f. 
BURROUGHS CALCULATOR 
Re.view Lesson to be Given After Lesson 5 (Continued) 
(5) 78.~4 66.12 77.78 22.43 
28.79 55.92 66.44 22.89 
28.42 55.57 55.35 11.65 
29.35 66.20 22.19 66.87 
37.60 66.21 11.:?5 .91 
36~33 42.50 99.99 11.51 
86.35 22.15 33.45 33.15 
89.67 33.45 33.68 44.36 
47:82 88.16 77.99 55.90 
17.82 
.;. 66.94 ' .;. 2.47 ~42 1- -
Multiplication 
(6) 56 X 12 (7) 67 X 45 
23 x - 88 77 X 95 
--- 35 78 37 X 95 X 
--34 X 12 52 X 27 
29 X 19 61 x : 35 
----
Tetal Total 
---
EXTRA-CREDIT WORK 
Solve the following cross-footing problem •. Add each column 
vertically and record each answer. Add each line horizontally 
and record each answer. The sum of the vertical totals must 
equal the sum of the horizontal totals. 
WEEKLY SALES REPORT 
DEPARTMENTS 
Monday 66.12 44.35 77.78 33.68 77.11 
Tuesday 55.92 88.16 66.44 77.99 44.76 
Wednesday 66.20 66.94 55.35 99.14 66.75 
Thursday 66.21 66.21 99.99 72.10 78.19 
Friday 42.80 77'.85 44.89 51.40 45~13 
Saturday 78.2:2 62.81 72-21 82.-26 12·24 
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BURROUGHS CALCULATOR 
Review Lesson to be Given After Lesson 10 
Multiplication 
(1) 426 X.: 8;34 
635 X 724 
256 - X 865 
534 x : 313 
178 x ·. 920 
Tetal 
(3) 5821 X 463 
7943 . X 2398 
3409 X> 186 
5732 -~ X 234 
Total 
--
(2) 274 X 325 
473 x ~ 822 
614 :- X li23 
527 x_._ 632 
294 X 35). 
Total __ _ 
ROUND ALL ANSWERS TO TvlO DECI1v1AL PLACES 
(4) 735.74 X 92 
427.21 X 4.87 
134.23 X 6.92 
373.38 : X .86 
.4235 X 92.12 
Total 
(5) 77.426 X 5.872 
43.~07 X 495.62 
43.723 X 67.93 
427.88 X 46.82 
Total 
Accumlative Multiplication 
(6) 58 X 433 
236 X 577 
30 X . 654 
464 X 24 
128 x , 46 
(7) 
Multiplication--Three 
36 X 71 X ·. 23 
86 X 72 X 42 
70 X 83 X 89 
42 X 29 X 67 
69 X 87 X . 5.0 
Total 
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BURROUGHS CALCULATOR 
Review Lesson to be Given After Lesson 10 (Continued) 
Subt r action 
(8) 398 ... 284 (9) 545 ... 134 
582 ... 261 746 ... 29 
--684 .. 325 802 ... 85 _ 
782 ... 651 643 ... 159 
780 lit 748 563 ... 283 
---
Total Total 
EXTRA..t.CREDIT WORK 
Addition, Multiplication, Subtraction 
COmpute the gross earnings of each employee, net earnings per 
employee, and the total .gross earni ngs, total deductions, and 
total net earnings • . 
Employee Hours 
Number Worked 
U~2 - : 40 
123 39 
124 ' 40 
125 40 
126 40 
127 35 
128 40 
129 38 
130 39 
131 40 
R~te : per 
Hour 
$1.25 
-1.~0 
1.19 
1.24 
.98 
1.40 
.89 
1.04 
1.15 
1.12 
Totals 
Gross Payroll Net 
Earnings Deductions Wage 
$6.40 
5~50 
5.10 
6.20 
3.24 
7.21 
2.24 
5.21 
5.22 
5.26 
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BURROUGHS CALCULATOR 
Review .Lesson :to be Given. After Lesson l:x 
Addition and Subtraction 
4.85 
.6.23 ' 
3.84 
--9.24 
... 1.23 
3;·A6 
--6.84 
2.08 
.... 7 .• 17 
4jt3.24 f 1-
8.12 
.. g.46 
~5.69 
-4.19 
8.64 
Division--ROUND ALL ANSWERS TO TWO PLACES 
(2) 85 + 17 
76 + 19 
69 + 23 
90 + 15 
88 + 22 
Total 
(4) 1036.36 + 726 
16.97 + 68.3 
474.89 + 4·2.8 
114.56 + 14.52 ---
218.26 + 1.4 
Total __ _ 
(3) 13728 + : 39 
42570 .. 45 
1750 .. 14 
59232 + .48 
3159 +: 81 
Total 
Accumulate over a fixed decimal point 
(5) 6 @ $ 2.72 
9.2 @ 81.32 
22 @ 2.89 
28.3 @ 2.82 
3.212 @ 1.98 
(7) 8.9 @ $ 9.45 
22 @ 45.89 
4.597 @ .45 
8.54 @ 1.65 
21.1 @ 2.43 
(6) 417.22@ # .82 
203.9 @ ~54 
22 1$ .;52 
9 iS 2.46 
13.2 @ 1.19 
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BURROUGHS CALCULATOR 
Review Lesson to be Given After: Lesson 15 (Continued) 
EXTRA~CREDIT .WORK 
Division~-ROUND ALL ANSWERS TO TWO PLACES 
(1) 170766 • . 318 
126153 • 321 
22320 • 120 
40922 • 79 
251413 • 643 
Total 
--
Accumulation 
(3) .82 @ $ 
7.29 @ 
34.1 @ 
.823 @ 
2 @ 
3.82 
.~2 
21.82 
2.31 
.234 
(2) 276.10 + . 18.6 ------
94.319 + 4.82 
15.893 .. 6 .23. 
53.7362 .. 2.81 
486.34 • ; .061 ---
Total 
---
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BURROUGHS CALCULATOR 
Review Lesson to be Given Af:ter Lesson 20 
Multiplication 
(1) 4321 ® $ .2.89 c ~--
389 ® -12.32 M·~---
68 @ 9.21 c 
(2) 621@ $ _3.91 M _ ___._ 
4821 @ . 12.32 a: 
921 @ 9.32 cw~--
2349 @ .25 c --
(3) 
(4) 
(5) 
224 @ 10.24 Cwt-··=·== 
Total 
62 articles ·· @ $ 2.23 
75 articles @ 1.24 
22 articles @ 2.13 
25 articles @ 3.24 
19 articles @ 10.32 
~4 @ $1.25 each lese 
5 @ 2.32 each less 
49 @ 3.82 each less 
73@ 7.82 each less 
84 @ 3.24 each less 
124 @ $1.25 each less 
98 @ 2.34 each less 
76 @ 5~82 each less 
35 @ 4.23 each less 
21@ 7.09 each less 
Total 
less 22%. ... 
less 13%"~ ---
less 5~t:: 
less 20%. 
less 17~ 
Tatal 
25, 10~ 
35, 15% 
15! 10, r 25.;, 5, 5 · ..
30, , 6' 4% ; 
--
Total 
15, 10, 5% 
16,.. . 8 · - 3%1< ----
24, 13,, 5% - ---
17, , 12% 
15 , , 10, 5%'' 
Total 
EXTRA~CREDIT WORK 
Division--ROUND ALL ANSWERS TO TWO PLACES 
(1) 19288 • 82 (2) 858.24 +: 62.3 :/· 
50102 + 94 9.343 .. 2.01 
5922 • 14 72.834 .. 82.1 
462198 + 47 5.862 + - 1.25 
139978 + 17 83.241 .. 3.84 
Total Total 
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TEN-KEY AND FULL-BOARD ADDING MACHINES;< 
Review Lesson to be Given After _Lesson 5 
(1) Find the total sales of each department by adding the 
columns down • . Find the total sales for each day by 
adding the columns across. Prove your answers by adding 
the total amounts across and down. The answers should 
be the same. 
I Day of Week 
SALES SUMJiiiARY 
A B . c D 
Monday 103.74 243.84 114.83 583.42 
--Tuesday 142.82 224.76 123.44 434 .. 83 
\vednesday 201.33 219.24 r68.~25 ... 421.24 
Thursday 198.74 198.76 139.83 398.23 
Friday 176.82 187.49 142.43 439.21 
Saturday 243.24 276.83 198.72 564.98 
(2) 432.82 42.3Z. 39.24 
1,034.64 192.41 824.98 
921.32 89.76 69.24 
s 67.89 956:'~89 
785.89 s s 
89.65 119.87 9.56 
334.19 85.48 1.98 
s 76.98 s 
192.41 83.32 103.43 
324.09 s 78.-56 
213.14 87.56 45.44 
s s s 
567.43 
</t 
65.17 
.;. 156.90 
(3) 8.56 84.57 97.45 67.45 
... 4.55 .. 10.4§ 
-19.90 -14.87 
,£ 1- .;. 
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(5) 
TEN-KEY AND FULL-BOARD ADDI NG MACHINES 
Review Lesson to be Given After Lesson 5 (Continued) 
98.24 
14.24 
13.72 
19.38 20.34 
34.78 89.73 
14.24- 41.42-. 
98.65 16.32 .... 
72.43- 18.24-
14.24.... 19.13 
--~ - -~-
78.24 
16.32 
9.24.-
8.41-
19.24 
23.57 
9.82 ... 
12.81 
76.42 
1-
42.38 
13.82-
68.34 
98.24 
54.32 .. 
14.38 ... 
,1. 
38.42 
24.9& 
64.44 
12.32 ... 
19.16 .... 
52.44 
134.82 48.32 
56.90 15.82 .. 
34.56 '_ 16.32 
68.42 19.45 
384.76 s 
98.24 244.33 
72.31- 53.98 
84.49 654.98 
s 82.34 
24.72 92.32-
123.44 s 
98.72 42.32 
43.24... 232.91 
s 72.43 
12.53 138.41 ... 
74.52 942.43 
98.14 82.92 
17.42 s 
532.41 17.44 
s 383.41 
49.42 89.42 
63.41 76.31~ 
73.42 72.83 
234.48 82.32 
31.41- 124.41 
f ;. 
72.45 
83.82 
15.24-
19~42 
123.83 
3,424.93 
668.44 
s 
723.31 ... 
102.41 
8,392.44 
s 
13.92 
9.71 
2.23 
344.55 
532.42 
28.34 
17.43 
s 
9.42 
7.32 
1,021.83 
68.2~ 
73.02 
t 
98.32 . 
89.24~ 
17.84 
9.24· 
24.31 
14.-32 ... 
2.31 
3.84 
12.32 
14.56 
s 
17.84 
102.43-. 
g8.73 
932.41 
98.73 
932.41 
s 
16.83 
231.43 
98.83 
17.45 
102.43 
393.83 
s 
714.53 
813.14 
912.54 
24.44-w 
18.32 
9.43 
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(1) 
f lerk 
No • . 
1. 
2. 
3 · 
4. 
-5. 
6. 
7. 
8. 
9. 
10 . 
Total 
(2) 
TEN-KEY AND FULL-BOARD ADDING MACHINES 
Review Lesson to be Given Af t ar . Lesson 10 
Determine (1) Net Sales for each ~lerk (total cash sales 
~charge sales~ c •. o. D. sales- total . returnsj ~nd 
(2) Total Net Sales • . Check by cross ~otals • . 
Cash Charge c.o.D. Returns Net 
Sales Sales ·Sales · Sales 
$62.82 $23.68 $35 . 18 $10.:38 
. 83 . 45 48.32 15.01 2.45 
74.82 32.42 24.38 2.82 
75.82 94.38 36 . 42 :. 7.86 
84.32 35.68 23.35 8.32 
31.34 45.82 18.42 11 . 00 - -
45.82 82 . 24 16:~32 12 . 32 
82 . 83 13.24 14.32 9.:32 --
49 . 32 24.38 42.32 9 . 32 
58.32 . 43 . 82 12.42 1.82 
---
--- ---
Cross footthe lines by addition and subtraction • . Add 
the columns. The sum of the line totals must equal the 
sum of the t otals of the item columns less the total 
discount . 
Total Net Salesman 101 102 103 104 Discount Sales 
5 $10 . 96 $ 8 .49 $15 .94 ~25 . 32 $16"'82 
-.-.......-16:" 109.52 11 . 82 25.82 49.62 24.83 32 91 . 23 34 .72 16.83 52.31 19.32 56 86.41 14.24 5~.31 57 . 82 14.24 60 74.24 15.31 43.24 62 . 94 . 21 . 83 64 93 . 21 24 . 82 53.14 78.24 24 . 84 
70 86·;32 39.24 17 i l4·. 49 . 24 3~.84 80 72.49 40 .32 78.42 79. 24 32.24 84 82.41 52.32 203 . 82 84.3:; 52.34 92 67.32 18.72 84 . 41 83 . 41 42 . 10 
Total 
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TEN-u~ AND FULL-BOARD ADDI NG :MACHI NES 
Review Lesson to be Given After Lesson 10 (Centinued) 
(3) A. T .. · Jones 
BALANCE SHEET , DECEMBER 31, 19xx 
ASSETS 
Current Assets 
Cash 
Defense Bonds 
Life Insurance 
Total Current Assets 
Fixed Assets 
Real Estate 
Furnishings 
Machinery 
Trucks 
Livestock 
Produce 
Total Fixed Assets 
Total Assets 
LIABILITIES AND ~~T WORTH 
Current Liabilities 
Notes Payable 
Accounts Payable 
Total Current Liabilities 
Fixed Liabilities 
Mortgage 
Total Liabilities 
Net Worth (Assets - Liabilities) 
I 
Total Liabilities and Net W~~th 
1,250.00 
687.65 
2,500.00 
8,000.00 
1,200.00 
1,000.00 
800.00 
1,200.00 
650.00 
950.00 
275.00 
3,500.00 
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r 
42.82 
893.74 
98.35 ... 
s 
62.44 
89.32-
14.32 
s 
13.24 
68.65 
17.458 
234.65 
s 
875.56 
98.65 
54 .!liT 
TEN-KEY AND FULL-BOARD ADDI NG ~~CHINES 
Review Lesson to be Given After Lesson 10 (Continued) 
EXTRA~CREDIT WORK 
18.64 
182.32 
2,892.31 
182.93-
s 
1,824.92 
89.76.-, 
s 
13.85 
876.54 
s 
2,345.54 
145.76& 
98.54 
4.67 ... 
345.76 
32.44~ . 
18.98-
317.24 
s 
18.32 
1,028.44 
802.44 
s 
98.72 ... 
134.87 
87.54 .... 
602.34 
2,654.90 
s 
184.56oot 
234.?1 
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